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1. PETS Login and Navigation 


The following document explains how to Login to the PETS application and navigate 
throughout the application. 


1.1 PETS Log In Screen 


PETS Login and 


Navigation 


Steps 


Navigate to the 
Finest Portal, Select 
“Computer 
Applications”, then 
select the PETS 
application link. 

The initial PETS Login 
Screen appears. 
Enter your User 
Name and Password 


and p> 
click | Signon 


UNDER CONSTRUCTION, 


Screen View 


| aay 


~ 


Click Sign on 
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CE PETS Login and 


M Navigation 


4. The initial PETS ‘PROPERTY and EVIDENCE WekomeGREGORTLocKe | Luau 
screen appears. The : a en eee ae 

PETS interface is 
divided into three le 
areas: The Header Ponciaa Powe 
Area, Menu Bar, and 
Content Area. 


f 


Header Area of 
Initial PETS Screen 


Content Area 


The Header Area 
displays your Login 
name on the top 
right corner of the 
screen and the link 
to Log out. 

6. The main part of the 
Header Area consists 
of different 
Functional Tabs such 
as Invoice, Transfer, 
Release/Disposition, 
and Reports. 

7. Each Functional Tab 

contains a grouping 

of similar functions. 

As you select a 

Functional Tab the 

Menu Bar on the left 

side of the screen 

displays the 
functions available. 


User ID 


sac 


Venice inspector 
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Invoice PROPERTY and EVIDENCE Wekame GREGORY LOCKE | Lou 


Stice a 
functions available Invoice Functional Tab 
are displayed in the 
Menu Bar. 

9. Any of the functions 


listed can be Once 7 Lanham ‘ret Name 
initiated by simply 
clicking on the 


function name. 


10. Click on SS= 
The Transfer [enercn pre 


functions available 
are displayed in the 
Menu Bar. 

11. Any of the functions 
listed can be 
initiated by simply 
clicking on the 
function name. 

12. All the functional 
Tabs act in this way. 


Transfer Functional Tab 
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13. Return to the Invoice 


wekumeGREGORYLocKE — | Liou 


Functional Tab by : oe 
clicking on 


Remarks ) Sign Of) Sec 


Praoner(s) _) Article(s) 


Packaging 
Invoice 


15. The “Start Screen” 
of the Create Invoice 


process now appears 
in the Content Area. 


16. Whenever you see 


Field level 
definitions can be 
seen by pointing 
your mouse on 
icon. 


17. Fields marked with a 


* are mandatory. 
You must comlete all 
the mandatory fields 
in order to proceed. 
stor Change OF 
seat or Reon 
or Held 


inti Mandatory 
id 


invteo Summary Fi 


Mandatory 
Field 


Venice inspector 


te Copgemint 
PETS Student Guide Page 6 of 220 In collaboration with 


cE PETS Login and 


M Navigation 


18. 


When you have 
completed all the 
desired or 
mandatory 
information for any 
screen, click 


Line) 
: 


to proceed to the 
next screen. 


. If a mandatory field 


is incomplete when 
you attempt to 
proceed, the field 
will be highlighted in 
red and an error 
message will display 
at the top of the 
Content Area. 


Update 
Pending Approvals 


= 


Area(s) 


Packzgng |) Remarks ) Sign O# ) 


Wwekume GREGORY LocKE — | Liou 


Venice inspector 


Validation 
Description 


Packaging) Remarks) Sign Off) 


Validation 
Error 
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120. If you want to return New Invoice - SAP NetWeaver Portal - Windows Internet 


to the previous a YS x id ler 


screen don’t use the SAP Natvoover Portal fee Bo th bpPage + Gero >” 
browser’s back n elcome GREGORY LOC 
PROPERTY and EVIDENCE Welcome GREGORY LOCKE . 


button. 
.<) 


5) / Comes) Prisoner(s) )Atice(s) ) Packesina Remarks) Sion OFF) 


121. Instead use the PETS 


rr" 


typically displayed at 
the bottom of the 
Content Area. 


Reserve Invi No 
| concrete Worksheet 


Click Back 


122. Each step of the syioguce Tae 


Create Invoice 

Process has Online 

Help files to guide 

you through the 

process. To view 

Online Help click the | RRR tas 
ategony 


Help Icon vos ry =aoie == 


or Held i) 


Actele(s) 


Pnsonert 


into 


Venice inspection 
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123. A Help File will 
display as a PDF 
document. You can 
scroll though the 
Help File to learn 
about the 
transaction. 


lel-| 


[prego + Gites” 


|ONLINE HELP 


Create Invoice (Start Screen) 


The Invoice Creation Process begins with the Start Screen. In this screen you identify 
the Property Type and Category, Invoicing Command, and Invoicing officer for the 
Invoice 


Property Type and Category: The classification of the property by Property Type 
and Category drive the retention rules governing the property. Successful 
prosecution of criminal cases depends on the proper classification and retention 
of evidence. 


The following Property Types are available: 


124. At the bottom of 


every Help File there 
is a listing of Related 
links. If more 
detailed instruction 
is required you can 
view the associated 


|A\- 


fi > (Page = Qirose = 


ONLINE HELP 
User Guide invoice 
Procedure. 
* Ifyou indicate a Lab Request is required, a separate screen to create the Lab 
Request will be introduced between the Packaging and Sign Off screens. 
You can select ‘Reserve Invoice No.’ to generate an Invoice number and 
complete the invoice ata later time. You can also select ‘Generate Worksheet’ 
to record your written notes for later reference when completing the Invoice 
in PETS. 
Related Links: 
INVOICING: Frequently Asked Questions 
Create invoice (Start Screen) User Guide Procedure 
Create Invoice (Start Screen) Demonstratios 
NYPD Potrof Guide 
‘apgernint 
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125. The User Guide 
Procedure will 
provide a step by 
step explanation of 
the transaction 
along with detailed 
screen shots. 

126. Once complete click 


Gor 


on the top of the 
PDF widow to return 
to the original Help 
File. 


|. If you want to view 
in interactive 
demonstration of 
the transaction click 
on the associated 
Demonstration link. 


(ee 
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1. Create Invoice (Non-Vehicle) 


The following document explains how to create an Invoice (Non-Vehicle) in PETS. 
Upon completion the user will be able to create an Invoice for the following Property 


Types. 
* Cash 

Controlled Substances 
Firearms 
Forensic Evidence 
General Property 
Jewelry 
Other 


1.1 Create Invoice (Non-Vehicle): START SCREEN 


Ae 


fi > (Page Gtode = 


ONLINE HEL 


* Iyou indicate a Lab Request is required, a separate screen to create the Lab 
Request will be introduced between the Packaging and Sign Off screens. 
You can select ‘Reserve Invoice No. to generate an Invoice number and 


P 


complete the invoice ata later time. You can also select ‘Generate Worksheet’ 
to record your written notes for later reference when completing the Invoice 


in PETS. 


Related Links: 


requently Asked Questions 


Create tnyoice (Start Screen) User Guide Procedure 


Create Invoice (Start Screen) Demonstrator: 


HYPD Potrof Guide 
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128. The demonstration 
will begin to play in 
the same PDF 
window. You can 
watch the 
demonstration to 
observe the actual 
transaction being 
performed. 

29. Once complete click 


Ger 
on the top of the 
PDF widow to return 
to the original Help 
File. 
30. Once complete with 
the Help File click 


. To Log Out from 
PETS click on 


owy30/2010 


Create Invoice 
(Start Screen) 


Start Demo | 
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PETS Login and 


Navigation 


32. Congratulations you 
have successfully 
logged out from 
NYPD PETS system. 


Sar Fowttne | 


Summary: PETS Login and Navigation 


You should now be able to Login to the PETS application and navigate throughout the 
application. 
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2. Reserve Invoice 


The following document explains how to Reserve an Invoice No. in PETS. Once the user 
Reserves an Invoice No. they can exit PETS and complete the Invoice process at a later 
time. Upon completion the user will be able to reserve an Invoice for the following 
property types: 

e Cash 

¢ Controlled Substance 

e Explosive 

e Firearm 

e Forensic Evidence 

e General Property 

e Jewelry 

e Vehicle 


ie Cappernini 
PETS Student Guide Page 13 of 220 In collaboration with 


aoe 
pasties, 


2.1 Reserve Invoice: START SCREEN 


Reserve Invoice 


Steps 


Screen View 


ut 


From the initial PETS 
screen, select the 


I 
nvoice Fa 


PETS Student Guide 


aseNane rst hame 


Command Code 
[ 


ic.) 
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Reserve Invoice 


Steps 


Pp. 


From the Invoice 
menu select 
New Invoice 


Select the 
appropriate Property 
Type, Property 
Category, and 
Invoicing Command. 
(mandatory) 

Once complete click 


Next 


EVIDENCE Welcome Rehan Jechi | Lan Out 


Transfer Release / Dispesition Reports 


lasthane rsthame Command Code 


Vehicle DateNe, VIN We 


Click Next 
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Reserve Invoice 


Welcome Rehan Jochi oe 


click 
populate the 
Officer’s information. 
If the Officer is Non- 
NYPD you must 
manually enter the 
Officer’s informati 
(mandatory) 

6. Once complete click | PSRoCaa ‘Select Reserve 


Reserve Invoice No. minted Invoice No. 


Teveinng OFfieae 


n. 


: vse Foe feserveioee No, 


enal 


‘Save & Continue 


Congratulations you PROPERTY and EVIDENCE 
TRACKING SYSTEM 

have successfully —— 

Reserved an Invoice 

No. 


Transfer 


Auticl(e) Packaging 
Jpcste 
Approval y, 


see mete | Invoice No. is 
mination 


Invsice Cate 04/30/2010 


tea "Request for Laberatary Ecaminaten’ reques? 


Reauestfor Change Of 
Category veing OF fcr 
Request for Rotenten = 


KEV. ELEASEA Bor (Reserve Invoice No, 
rad Generate Worisheet 
ange Agprval 


int nh Save & Continue 


Invoice Summary 


ange tus ewhveD 


inspection Lot 
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Notes: 
e On the Start screen (step 6): You can choose to continue with the Create Invoice 


process by selecting | Save & Continue | 


|G te Worksheet . 
e You can choose to [Generate worksheet ]|,, record your written notes. 


Summary: Reserve Invoice 
You have successfully reserved an Invoice No. in PETS. Once an Invoice No. is reserved 
you can exit PETS and complete the Invoice process at a later time. 


You should now be able to Reserve an Invoice No. for the following Property Types: 
¢ Cash 
¢ Controlled Substance 

Explosive 

e Firearm 

© Forensic Evidence 

e General Property 

e 

e 


Jewelry 
Vehicle 
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3. Generate Worksheet 


The following document explains how to generate an Invoice Worksheet (Scratch Copy) 
in PETS. Upon completion the user will be able to Reserve an Invoice No. (prerequisite) 
and generate an Invoice Worksheet to record handwritten notes. 


3.1 Generate Worksheet START SCREEN 


Steps Screen View 
1. From the initial PETS EVIDENCE lcm Hahon Jocks | | Lancue 
Syeit 
screen, select the ey — 
Invoice 
tab. Select Invoice 
x a 
mn 
yet LaseXone fat Hone cond coe 
f a 
pate 
. 
PETS Student Guide 
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Steps 


2. 


From the Invoice 
menu select 
New 


Select the 
appropriate Property| 
Type, Property 
Category, and 
Invoicing Command. 
(mandatory) 

Once complete click 


(amin) 


PROPERTY and EVIDENCE Welcome Rehan Jochi | LanQut 
TRACKING SYSTEM 
PE rorsfer Release / Ompesition Reports 
lasthane rsthame Command Code 
= nie a 
Vehicle DateNe, VIN We 


Invciing Command * @ 
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Steps Screen View 


5. Enter the Invoicing 
Officer's Tax No. and 


Welcome Rehan Jechi | LanQut 


lidate 


click 
populate the 
Officer's information, 
If the Officer is Non- 
NYPD you must 
manually enter the 
Officer's information, 
(mandatory) 

6. Click 


| Reserve Invoice No. 


to Reserve an Invoice} 
No. (mandatory) 
7. Once complete click 


[Generate Worksheet 


to auto] 


Priconar(e) ) Artcle(e) ) Packaging) Sign OF 


Iveice ate 04/30/2010 


or ater 
Select Reserve 
__ Invoice No. 


EY, ELEASEA por | Reserve Invoice No. 


ena 


avekng OF 


Change Approval 


Select Generate 
Worksheet 


Save & Continue 


8. A “Print Preview” PROPERTY and EVIDENCE 
window appears. — 


19. Click 5 


ate 04/20/2019 


104 


wove 20000001 
04307019 45TH PCT. GENERAL PROPERTY ARREST = WORKSHEET 


en abl el dee 
ome 
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Steps 


10. A “Print Window” 
appears. You must 
select the printer to 
be used here (if not 
already defaulted) 
and or adjust the 
number of copies to 
be printed. 

11. Once complete click 


0 print 
the Worksheet. 


12. Click on to exit 
"Print Preview” and 
return to PETS. 


Tae: Wlmet Select the Printer [Document end Mails = 
Frnt Rence to be used Proview: Compeste 
ory L 


Packaging )amarie )Sign OfF 


_—— 


Welcome 3ONNGRODIN | Leg Out 


Invelce Date 06/03/2010, 


PROPERTY and EVIDENCE 
TRACKING SYSTEM 


Property Clerk invoice 


NYPDPETS sriercc'sistia ll 


2000000104 


04307019 45TH PCT. GENERAL PROPERTY — ARREST 


WORKSHEET 


PETS Student Guide 


Page 22 of 220 


ae Capperini 


In collaboration with 


eouce 
patie, 


Steps Screen View 
13. Congratulations you ROPERTY and EVIDENCE Wate Ronn Jocks | Lane 
Fikenine. svetem 
have successfully - 
5 nee as 
generated an Invoice 
Worksheet. be= 
Inmvcice No, 2000000104 Invoice Date 04/30/2010 
ance pensory nan en? 
Aes idence msa=ect. 2) 
acy of Gassenanes hank 
ee iy uzacen or [Reserve Invoice Mo 
NewNyPD ‘Swal = Generate Worksheet 
Notes: 


© On the Start screen (step 6): You can choose to continue with the Create Invoice 


process by selecting [_ Save & Continue | 


Summary: Generate Worksheet 
You have successfully Reserved an Invoice No. and generated an Invoice Worksheet to 
record your written notes. 
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4. Create Invoice (Non-Vehicle) 


The following document explains how to create an Invoice (Non-Vehicle) in PETS. 
Upon completion the user will be able to create an Invoice for the following Property 
Types. 

e Cash 

e Controlled Substances 

e Explosives 

e Firearm 

e Forensic Evidence 

e General Property 

e Jewelry 


4.1 Create Invoice (Non-Vehicle): START SCREEN 


Steps Screen View 


1. From the initial PETS 
screen, select the 


Invoice 


tab. Select Invoice 


te Cappernini 
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Steps 


2. From the Invoice oa BRODERTY ang EVIDENCE Welcome JOHN GRODIN, Lon our 


menu select 


New Inv 


e 


New Ingice 


quest for Change OF 


On the Start screen 
select the 
appropriate 
Property Type, 
Property Category, 
and Invoicing 
Command. 


(mandatory) Progesty toe @ Property Catenorr> @ 
4. Once complete click o SENERAL PROPERTY NCE 


Next 


Click Next 


ee Capgemini 
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Steps Screen View 


Indicate whether or 
not a “Request for 
Laboratory 
Examination” is 
required by clicking 
“Yes” or “No”. 
Enter the Invoicing 
Officer's Tax No and 


click “242282 to 
auto populate the rl 
Officer's wot Click Save & 
information. If the Continue 
Officer is Non-NYPD 
you must manually 
enter their 
information. 
(mandatory) 
Once complete click 
Save & Continue 


DRODERTY ana EVIDENCE Welcome JOHMGRODIN | Leg Out 


Tweaking Offiom Fe boss faa Reserve invoice No 
VEO Enter Invoicing : sere Nene 


Officer 


Notes: 

e On the Start screen (step 5): If you indicate a Request for Laboratory Examination is 
required, a separate screen to create the request will be introduced between the 
Packaging and Sign Off screens. 

e On the Start screen (step 6): You can choose to Reserve an Invoice No. and complete 
the Invoice at a later time. You can also choose to Generate a Worksheet to record 
your written notes. 
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4.2 Create Invoice (Non-Vehicle): MOS SCREEN 


Steps Screen View 


8. On the Member Of 
Service (MOS) 
screen you must 
enter the Arresting 
Officer's Tax No and 


click Validate to 


PRODERTY and EVIDENCE Welcome JOHMGRODIN | Ls 


nysice se, 2000000633, om 


wating Office 


auto populate the DoF 
Officer's evades 
information. If the enor = 
Officer is Non-NYPD a —_ 
you must manually sd niaaneEn sl 
enter their {__Dotote Arrasung Ofteer Officer 
information. ae ar Le 
(mandatory) ates. EE 

9. If applicable you can jain 
also enter the — a 


Investigating Officer, 
Detective Squad 
Supervisor, and CSU/ 
ECT Processing 
Officer Information. 
10. Once complete click 
Save & Continue 


| eorpeors 


m Jerntos | Click Save & 
(Coetete CSU/eCT Processing Offcer Continue 


Notes: 
e On the MOS Screen (step 9): You can enter the Det. Squad Case No. while creating 
the Detective Squad Supervisor. You can enter the CSU/ ECT No. while creating the 
CSU/ECT Processing Officer. 
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11. Onthe Onatal 
Comp(s) screen 
enter the Complaint 
No. and click 


populate the 
Complaint 
information. The 
Complainant(s), 
Prisoner(s), and 
Offense information 
should auto 
populate at this 
time. If the 
information does 
not populate you 
must manually enter 
it. 

12. Select all special 
categories which the 
“Property Related 
To” by clicking on 

yu 


13. Select the 
appropriate 
Complainant type 
from the drop down 
menu. 

14. Multiple 
Complainants are 
possible. You can 


Enter Complaint No, & | 2000000633 
Click Validate 


Velie inspector 


suseine*# evipence Welcome JOIMGRODIN. | Leg Out 


amice(s) ) Packaging )iabReques )aemarks Signo ) Mill 


oe o7/se/2a10 


CERT 


on Stsww/Provinss _Bn/Postsl Code 


Nese Ts) [ 


[ise Oferse 


Select 
Complainant | _ Avarinert Ne 


[IMS i Compainane vith 


SeaelPrevince 


add Complainants by 2] fhien York T= 
clicking on — — 
‘Add complainant complainant 

‘Add Complainant 
and delete ee Sle cenplnnne Sala Srieaar 7 
Complainants by Putaway 
clicking on wise initial Tatephane Ne 

Delete Complainant, sone scanmenine ony njposc cote 

a 5 pusbesate 
Delete One 
ae Cappernini 
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15. If the Owner is an 
existing Complainant 
or Prisoner you can 
copy their 
information by 
selecting the 
appropriate choice 
from the drop down 
menus. 

16. If the Finder is an 
existing Complainant 
or Officer you can 
copy their 
information by 
selecting the 
appropriate choice 
from the drop down 
menu. 

17. Once complete click 

Save & Continue 


Welcome JOHNGRODIN — | Leg Out 


| Click Save & 
Continue 


Notes: 
e If the Complainant, Owner, and Finder information is not auto populated you must 
manually it. 
e On the Owners(s)/ Comp(s) Screen (step 15): You can delete the Owner by clicking 


Delete Owner 


e On the Owners(s)/ Comp(s) Screen (step 16): You can delete the Finder by clicking 


Delete Finder 
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18. On the Dievenid 
screen enter the 
Arrest No. (If known 
and not already 
populated) and click 


Validate 
===! to auto 


populate the 
Prisoner's 
information. If the 
information does 
not populate you 
must manually enter 
it. 
19. Once complete click 
Save & Continue 


Click Save & Continue 


Notes: 
e On the Prisoner Screen (step 18): Multiple Prisoners are possible. You can add 


Prisoners by clicking on {sec Prisoner.) and or delete Prisoners by clicking on 


(Delete Prisoner} 5. you see fit. 


e Based upon Complaint No. and or Arrest No., various information should auto 
populate. Information that did auto populate can be changed if needed. Information 
that did not auto populate must be manually entered. 
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20. On the Miia pees ane EviDENcE ‘Welcome JOHN GRODIN Leow 
screen select the 4 
appropriate Level 2 
and 3 Property 
Types (mandatory). : Sesicaome) wiv 

21. Enter Qty, Color, and | |ieamaiieamaaaal 
all other mandatory vest far Change OF 
fields. 

122. Complete as many of 
the fields describing 
the Property as nies SY chara chs Alias Ke? ‘ ‘ara ithe 
possible. vei es —— 

23. Indicate whether or | Fiamma sada , | 
not an Alarm Flag 
exists by clicking 
“YES” or “NO”. If 
applicable enter the 
Alarm information. 

124. Enter the text 

description of the 
Property. 
(mandatory) 

. Once complete click 

Save & Continue 


Lab Request) emarke Sign OfF 


{ Click Save & Continue 


WD 
Oo 


126. The initial Property 
line item created 
from steps 20-25 


Welcome JOUNGRODIN | Lug Ous 


2) Compe) )Priconer(s) EMEREEIEM Packaging) Lab Request) Remarks 
now appears. You 
can add additional eres Invoice Date 97/34/2010, 
lines by clicking eestor 

a Select ttemNo Quantity Description 
|_ Add Item ana west fr Change OF o : 2 GENERAL PRO=EATY [ACCESSORY IMarcbap Itnie” Descitic 


repeating steps 20- 
23; 


[ Click Add Item 


ss — “ake 
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27. If you wish to edit an BROBERTY and EVIDENCE Les ou 
existing line item or eS Reports Transtes 
remove it select _ 
© tothe left of 
the line and click 
either Select item mo Quantity 
View/Edit Details ee 
Remove + 
or 
28. Once complete click 
Save & Continue 
Click Remove 
oe a == — 
[aca J] Click View/ Edit Details 
Click Save & Continue 
Notes: 


e On the Articles Screen (step 21): The options available to describe the Property may 
vary by Property Type and Category. 
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29. On the caren 
screen, all the line 
items available for 
packing are shown 
on the left side of 
the screen. eee 

130. If you want to pack st foe Change OF 
two line items into 
one package, select 
the desired article(s) 


PROPERTY ane EVIDENCE Welcome JONMGRODIN. | Leg Out 


)/ Compe) )Priconar(s) arises) Eamaaay 


‘Step 2Scan/Type 
poor Weck batten 


oF the Packaging Matava Label and than 


1 Lazeratey 
eckage Barcode 


| | 


to be packed by pecieciceen ae 2 keys 2 
clicking on the check | Hi Res VALUE ER | ALDI 


Vehicle inspector 


box 


Unpack, 


aty barcoded package inte avether sackaoe (be a baw)? Ves Ne 


131. You can either scan 
or type the barcode 
of the packaging 
material; Click 
[__ Pack 

32. The articles selected 
to be packed now 
move from the left 
side of the screen to 
the right side. 


CS) 


Priconer(®) ) Artie(:) EERE Lab Request) lemarks _) Sign Of 


Staple thetem ob packed age he ceaty tobe Sap asa he ind Oh Cahagig Marable 


chad pos Feat hay 
Enter Package 

e Barcode oe tarcose 
aty 


an 


‘Small (Sean Barcode} 
| aLUMINUIVSILVER 


+ 2E8 Wallet | BEIGE | 26 
+ 2 Mardbes 2 Ener Descrition 


Hendbea | BLUE | BLUE 


Vetvcte Inspector 
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33. If you want to 
package quantities 
from one line item 
separately, select 
the line by clicking 
‘on the check box 


y 


and adjust 
the quantity to be 
packed. 

34. You can either scan 
or type the barcode 
of the packaging 
material; Click 


Pack 


Welcome JO} GRODIN | Lez Out 


(1290006231 - Securty Envelope - Small 
‘208 Keys | ALUMINUN/SILVER | ALUNINI 
Emer Deterigtion 


2EA Wallet | BEIGE 
Enter Description 


ES 


135. The selected 
article(s) with the 
adjusted quantities 


Welcome J0HM-GRODIN — | Lea Ous 


‘compXe)_) Prisoners) ancora EE 
have been packed 
Stag alc the tem tbe paced et the gaat be ‘Step 2Sca/ ype the barcode the Packaging atari Label and than 
and move to the eprovat recess ‘ress Pech button 
right side of the eae e package sorcode 
screen. ects for Change Of ae —— 
136. The article(s) with cy 2 Har L 
the remaining on RGEC TERT 01290000281 -Securty Envelope - Small (Sean Barcode 
ae Enter Descroton 2A Sore Auromunstves | aLunonunsiveR 
quantities wil SNES ape 
allet | BEIGE | SEICE 
rouaneael - A sancouci = ace sha al can Bred 
side of the screen, : Eat Stacan 1A endeag| LACK | GUCCI [LEATHER | 
37. Select the article(s) | -aamemmmmmal eee 
with the quantity 
remaining and pack 
them. (screen shot a 1 
not shown) Unpack. 
‘Do vos want to pack akeady baccoded package inte anther aackaoe (bain bag]? Ves Ne 
ee Capgemini 
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38. If desired you can 
unpack packages. To 
unpack, select the 


PROPERTY ane EVIDENCE Welcome 201M GRODIN | Les Out 


deseeil package and oe 
a as Si Sear as rier a aaah nN Sasa 
click “iia peers 


Request for Change Of 


= Tem orgQty Description — ty 
ae 4 2 Hand! 
eatfor Retenton een las (4890000031 - Securty Envelope - Small 
Yendbag| SLE | SLLE 
Erter Deseriocon + 2ES Keys ALUMINUW/SILVER | ALUM 

Enver Seterption 
aa + TEA Wallet | BEIGE | BEIGE 
= Enter Description 
Involce Sutranary 1) 4290000250 - Securty Envelope - Small (Scan sarcode) 
Se + TER Handbag | BLACK | GUCCI | LEATHER | 1 

Ener Desc tion 


n Barcode 


quest or Hola NUWVSILVER 


manga Approval 


+ 1290000228 - Securty Envelope - Small [Scan Barcode) 
+ XES Handbag | BLACK | GUCCI | LEATHER | 1 


Click Unpack | 
c er pack es 


sendy barcode package inte avotber oackage (hag in bae) Ves 2 


139. This will remove the 
barcoded package 
and return the 


Remarke ) Sign Off CLS) 


unpacked material(s)} [erimoice Duner(s) / Comp\e) )Priconer(s) )Artice(s) SEEM Lab Request 
to the left side of the} Faam Seopa itemto berated nent he gent tobe Sop ac yet cd ot caning Hal abl an en 


peprovat 
screen. Requestfor Laboratory 


Enamnatcn e ackage tare 


Reauest for Change OF 


ora Qty Description Qty 
i Hardee 1 
Securty Envelope - Small (Ecan Barcode) 


junVSILVER 


=O | ap000 
+ ZEA Keys ALUMINUM/SILVER | ALUMI 
Enter Description 
+268 Wallet | BEIGE | BEIGE 
2 Mardbes 1 Emer Desert 
+ Securty Envelope - Small (Scan Harcode) 


BLACK | GUCCI | LEATHER | 1 


Pant cca _ 


Voie Hendbea | BLUE | BLUE 
SS + 268 Hondas 
Ener Descrition 


Do you want to pack hed barcoded sactage inte ancthes sackage (hog in bag)? Ver Ne 
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140. To package all 
available articles 
together, click on 
“Select All’. 

41. You can either scan 
or type the barcode 
of the packaging 
material; Click 


| Pack 


42. All the packed 
materials move to 
the right side of the 
screen. 

43. If you desire to pack 
any barcoded 
package into 
another package 
(bag in bag), indicate 
“Yes” and then click 


Request for Change Of 


Gangs Approval 


Welcome 201 GRODIN | Lez Out 


raceaging 
‘tapi Slac the tom t be pachedaéyut the quantity to be ‘Step 2Scan/Iype the barcada ofthe Packaging Mata Label and han 
Packed fnecenar press Peck batten 


Click Pack 
e eekage tarcode 


| | 


Tem Org Qty Description 


~D Securty Envelope - Small (Scan Sarcode’ 


Handbag | BL 
Erte Descri 


Nut 


208 Keys | ALUMINUN/SIL VER 
Enver Seterption 


lot | ZEIGE | SEIGE 


mw ié 2 Mandbes t * Emer Description 
TICS +1) 4290000250 - Securty Envelope - Small (Scan sarcode) 
eter Oeconpeen + YER Hendbag | BLACK | | eATHER | 
Ener Descrtion 


Do you want to pack abeacy barcodes package inte another ackave (bag in bae)? Ves Ne 


Save & Continue 


If not, then indicate 
“No” and click 


Save & Continue 


New Imoice 
poral 
Requestor Laboratory 


juest for Change OF 


ROPERT® ane EVIDENCE Welcome 3011" GRODIN 


compe) )Pricener(«) ) nice(<) eae 
Step Sauce the tenn tobe pached adc he quantity tbe 2iScan/Type the barcode ofthe Packaging Matorial/ Label and then 
pacad Wnccmery nt nme me ee rans eck bation — 

e ° 


Securty Envelope - Small [Bean Barcode’ 
evs | ALUMINUM/SILVER | ALUMINUMY/SILVER 
Succretion 

ct | BEIGE | BEIGE 


Ener Descrition 
=O [ae = Securty Envelope - Small (Scan arcade) 
AEA Handbag | BLACK | GUCCI | LEATHER | 1 
Ener Description 
=O | 32600, Securty Envelope - Small (Sean Barcode) 


EA Hendbog | BLACK | GUCCI | LEATHER | 2 
Ener Description 


2EA Handbag | GLUE | SLLE 
to proceed to the Enter Deseretion 
next screen. saad 
eCepgemini 
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44. 


45. 


46. 


If you have indicated 
“Yes” then the bag 
in bag packaging 
screen appears and 
all the packages 
available for packing 
appear on the left 
side of the screen. 
Select the barcoded 
packages you wish 
to pack into another 
package by clicking 
‘on the check box 

a 
You can either scan 
or type the barcode 
of the outermost 
packaging material; 


click WaaPack) 


. The selected 


barcoded packages 
have been packed 
into another 
package and move 


‘dope = Srvall (Seon Barc 


EA Kays | ALUNIMUWY/SILVER.| ALUMINUNSILVE 


IEA Handbea | BLUE | SLUE 


Do you want to pack abaady barcded package inte anether package (bog in bag)? Ver @ Ne 


Welcome JON GRODIN | Leg Out 


Unpack 


Welcome 30H" GRODIN 


Remarkc ) Sign Off CTS) 


‘Step 5\Scan/Iype ts Outermoct Package Metena label 


acacig ERE 


to the right side of 
the screen. 
MINLYSILVER | ALLMINUN/SILVE 
andbeg | BLUE | BLUE | seice 
‘ . 
npack 
Da you want to pack skundyharcoded package inte snather package (bag in bag)? VEE @ Ne 
ee Capgemini 
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48. If desired you can 
repeat steps 45-47 to 
continue nesting the 
packages (bag in a 
bag, within a bag) 

49. The screen shot to 
the right displays 
one lot of materials 
packaged three 
times. 

50. Once complete click 

Save & Continue 


and EVIDENCE Welcome JONNGRODIN | Loz Out 


3EA Wallet | BEIGE | BEIGE 
Ener Description 


Unpack 


Notes: 

e Packaging: Packing already packed items into another packaging material is only 
possible on the bag in bag screen, not on the initial Packing screen. Same is 
applicable for unpacking. 

e Bag in bag packaging is optional. 
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51. Select the Type of 
Evidence to be tested 
by clicking M1 if the 
Type of Evidence is 
“Other” enter 
Remarks to the right. 

52. Select the Priority 
from the drop down 
menu. 

Priority 


53. The Investigating 
Officer's information 
should default from 
the Invoice. 


54. If Investigating Officer 
and Responding 
Investigator are the 
same select 
Same as Investigating Officer 
to copy the 
information. 
Otherwise enter the 
Responding 
Investigator Tax No 


Wall 4 
and click “24¢3® 


auto populate the 
Officer’s information. 
If the Officer is Non- 
NYPD you must 
manually enter their 
information. 

55. The Arresting Officer 
and Detective Sup. E- 
Mail information is 
defaulted from the 
reference Invoice. 

56. Once complete click 


Save & Continue 


to 


Vehvcte inspector 


2000600633 
‘egn00n00212 


est 


Delete Investigating Offices 


acpondng tvectigat sue a8 In-aen3 


Welcome JONNGRODIN | Leg Out 


ian 
otha Reon. 


ano 
o7/a4/2010 


Fees Frio 


New Invoice 
prorat 


Vetvcte Inspector 


Dat Cava ho 


Commane Tah No 


Smet 


Delete investigating Offer 


ecpontng iesctigator sse at inate 


Delete Responiing Investigator 
esting Office 


ask 


Team er ROE 


Click Save & Continue 


Welcome JONNGRODIN | Loa Out 


cfinvsice 20000744 
DetetTha Resort 07/34/2010 
Paes (Brea — T=] 
Fee Fro 
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59%. 


60. 


61. 


62. 


. The Complainant 


Information is 
defaulted from the 
reference Invoice. 


. The “Address of 


Occurrence” 
information is 
defaulted from the 
reference Invoice; it 
can be changed if 
desired. 

The Officer 
Collecting Evidence 
Tax No. is defaulted 
from the reference 
Invoice. If a change 
is desired enter their 
Tax No. and click 


Valid: 


to auto 
populate the 
Officer's 
information. 

Once complete click 


Save & Continue 


Indicate whether or 
not there was any 
Physical Contact 
between the Victim 
and Suspect or 
Victim and Arrestee 
by selecting either 
“Yes”, “No” or 
“Unknown” from the 
drop down menu. 
Identify all Victims / 
Suspects / Arrestee / 
Persons that were 
bleeding by selecting 
the appropriate 
person from the 
drop down menu 
and complete the 
requested 
information (Last 
Name, First Name, 
and DOB, Prnct.). 


Changs Approval 


PROPERTY ane EVIDENCE Welcome 201M GRODIN | Leg Out 


Dass et The Rarer 07/24/2030 


Agennesthe, Ct SeatePrevince County 


Office collecting Bedence 


Lamhene fisthere Genk Conners snail 
rawunee 361 PROP CLERC OLY |eonedina 


Click Save & Continue 


Welcome 3011" GRODIN 


Date otha heron e7/n47a010 


Enter the NYSID No. 
if applicable. 
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63. 


66. 


67. 


68. 


Provide appropriate 
information by 


clicking 


. The information 


selected 

automatically 
updates in the 
section below. 


- tick AdNews] 


to add more Victims 
/ Suspects / Arrestee 
/ Persons that were 
bleeding. 
If applicable explain 
why DNA 
elimination/victim 
samples were not 
collected. 
Once complete click 
Save & Continue 


If you wish to edit an 
existing line item 


a 
select x to the 
left of the line and 
click 


Ade dit Analysis Information 


oto Hola 


PROPERTY ane EVIDENCE Welcome 3ONNGRODIN | Lea Out 


es cfThia Report 07/14/2090 


- Click Save & Continue 


Welcome JONNGRODIN | Lea Ou 


Packaging eaeeee 


Description Of Evidence 
Enter Deseretion 
Enter Dezenetion 
Enter Deseretion 


aise aye eet 


Click Add/ Edit Analysis 
Information 


PETS Student Guide 
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69. 


70. 


71. 


72. 


73. 


74. 


5s 


76. 


Select the desired 
Analysis Exam Nos. 


> 
and click J . The 


Selected Analysis 
Exam Nos. then 
moves to “Selected 
Analysis Exam Nos.” 
section. If desired you 
can add more than 
one Analysis Exam 
Nos. by repeating the 
process. 

If available enter 
Specific Reason for 
Requesting the 
Examination, Analysis 
or Comparison to be 
performed. 

Indicate the Probative 
Value as “Probative” 
or “Highly Probative”. 
If available enter the 
Exact Location Where 
Evidence Was 
Collected/ Recovered. 


If applicable indicate 
the Suspected Type of 
Biological Evidence by 


clicking 4 
Indicate whether or 
not the Item was 
processed in the field 
by selecting “Yes” or 
“No”. If Yes, indicate 
how the item was 
processed by clicking 


If desired Compare 
the Property Clerk 
Invoice ITEM Number 
with the Item to be 
processed. You can 
Add and or Delete 
items. 
Once complete click 
Save & Continue 


2 Retertos 
Chango Approval 


Welcome 201M GRODIN | Leg Out 


te identify the 


Prooety Cask 


Suscecied Tyree! eters 
SEF sty Cote[ [Tene ns 


ogns | amr rraemseem OS | “arena 


sg000000212 


Sar ae pton 


ped ako i 


18 Chemical Unknown - analysis 


| 7 =DNE - analyse to idaniy the 


Proomty Crk 


en Precessec@ ves better one 


silat Spicer forsee athe 
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77. If you wish to edit 
any other line item 


select cd to the 
left of the line and 
click 


‘Add/Edit Analysis Information 


and repeat steps 69- 
76. 
78. Once complete click 
Save & Continue 


Welcome 3ONNGRODIN | Lea Out 


aoworae 
oryzae 


Description OF rvidence 
Enter Deseriston 


Erter Daseriston 
Enter Dascriston 


22 Chemical Lnsnonn analyse Erter Description 


‘Adee anaiyes Information 


Click Save & 
Continue 


Notes: 

e Lab Request: This screen appears only if you have indicated a Lab Request was 
required in the initial Start screen. 

e On the Lab Request Screen (step 54): The Investigating Officer and Responding 
Investigator that defaulted can be deleted in order to enter another Officers’ 
information. 

e On the Lab Request Screen (step 59): The defaulted Officer Collecting Evidence can 
be deleted to enter another Officer’s information. 

e On the Lab Request Screen (step 65): If not required the information for Victims / 
Suspects / Arrestee / or Persons those were Bleeding can be deleted. 

e On the Lab Request Screen (step 65): If the information window for Victims / 


Suspects / Arrestee / or Persons those were Bleeding is closed, click on 
Add/Edit Additional Info. 
to reopen it. 
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4.8 Create Invoice (Non-Vehicle): REMARKS 


79. On the Remarks 
screen you can link 
Related Invoices by 
entering an Invoice 
No. and clicking 


a 


80. If you want to link 
the Invoice, click 


Welcome 3ONN-GRODIN | Lea Out 


Add Invoice 


Insice Date 07/14/2010 


multiple Related 
Invoices can be 
linked. 

81. Enter the Reason for 
taking the property 
into custody in the 
Remarks section. 
(mandatory) 

82. Indicate whether or 
not the Prisoner / 
Finder Receipt 
Issued was accepted 
or not by clicking 
either “Yes” or 


a s Upkad related decament/shotopaphs 

Refused”. ] 
sates ccc. nse * Ea = se 

(mandatory) spiced, 

Prisoner / Finder Receipt Issued 

Over CO Refused pecan ve 


ick Save & 
IDENTIFICATION DOCUMENT Continue 


83. If any related 
documents/ 
photographs are 
available, select the 
document type from 
the drop down 
menu and upload. 

84. Once complete click 

Save & Continue 


Notes: 
e On the Remarks Screen (step 80): Related Invoices can be removed by clicking 


Remove Invoice 
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4.9 Create Invoice (Non-Vehicle): SIGN OFF 


85. On the Sign Off 
screen, click on 
Review Request for Lab 

to generate the 
Preview of Request 
for Lab. Once 
reviewed close the 


PROPERTY ane EVIDENCE Welcome 3ONNGRODIN — | Lea Out 


2000000633, rvsige Date 07/34/2010 
1 eae before the invoice cn Be fled. 


2evecing Officer 


Preview window: (CARTER, CUINTYMA POF PROPERTY CLERK OTY 


mandatory) 1. (Remon Requestfortat_} [_Revien tnyoice_) 
86. Click ow » Sa 
Review Invoice ; "harmed he decent Today ay he ut 
to | eee narra tat egy sed nk ar Scone ete fc theaga 
: Vol ‘Satclenet veg paced my hades ssane one sabattnd decent, 
generate the Invoice 
Vehicle inspection «rear User Dane Pasar Stn 
Preview. Putaway 
— —  —— 
mandatory) SO a) 
87. Once reviewed close Sion with Signacore Bad Suse 


the Preview window. 
Enter your User ID 
and Password. Once 
complete, click 


| n 
(unsionwJ,, 


indicate your official 
Signoff as an 
Invoicing Officer. 
(mandatory) 


2: Ment Stops (Select an Opti) 
3 we Beperriae’ se 


88. If known, enter the 
Supervisor's Tax No 
who will be approving 
the Invoice and click 


Ievecing Officer 


Invoice will be made 
available to the 
Supervisor for 
approval. 


uestfor Change OF Lasthame Feat Name fase Command 
iran CARTER EUINTYWA™ POF PROPERTY CLERK OLY 


1. (Reve Request feria} [_Revien invoice 


* Aifewation 


"har ethene decree ator tab tay fe 2 the drat 
VStar ae erag 2nd ea 


Void ‘iuiclent oF hovtag paced ry banderas sgntare onthe sbwatiedCocunt, 


Vehicle Inspection «+ Srear UserID and Passver 


sero 


te Capgernint 
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89. If an appropriate 
Supervisor is 
immediately 
available to approve 
the Invoice then 


PROPERTY ane EVIDENCE Welcome 20} GRODIN | Lez Out 


select 

€Precesd tthe Supeinn Sirf 
90. To execute the official 

Sign Off, the 


Supervisor needs to superer 
click on Sas SST ete 
Review Request for Lab Void # s 
to Preview the etice msperson * ‘AMfewation 
Once reviewed close «s erear Urar IO ane bartners te Sig 
the Preview window. 
(mandatory) 
91. Click 
Review Invoice}, 
generate the Invoice 
Preview. 
(mandatory) seas | Rieko te 
92. Once reviewed close PROPERTY and EVIDENCE Welcome 0NNEROOIN | 


the Preview window. 
The Supervisor 
should enter their 


User ID and 
Password. Once 
complete the M Citmarbaparycers Teche te saber approval 


supervisor must click 


Sign 
to cnango septora sepevaet 


indicate their official 


: inmice Summary re 
Signoff as a Void 
Supervisor. Vet npn » Gana 
(mandatory) meee cea ad Siang be dearest nega hy 
93. Once complete click 1 ever User ane eed Si 
Save & Continue 
use [ery 
= 
Sign th Signer Pad Teale 


Continue 


=| Click Save & 


ee Copgernint 
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Notes: 
e On the Sign Off Screen (step 87): The Invoicing Officer can also sign with a signature 
pad. 
e On the Sign Off Screen (step 90 & 91): The Supervisor is expected to execute these 
steps. The Supervisor can also sign with a signature pad. 
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94. GasaEeR you 
have created a Non- 
Vehicle Invoice. 


PERTY and EVIDENCE Welcome 3OHNGRODIN | Lea Qut 


95. The Invoice Print ~ Select Output 
. peers 2000000635 
screen now appears ‘ype 
so you can generate 
the required output. st for Change OF a 


rie 
Select Print 2 


Vehicle inspection 


Summary: Create Invoice (Non-Vehicle) 
You have successfully created a Non-Vehicle Invoice in PETS. You should be able to 
create an Invoice for the following property types. 
e Cash 
¢ Controlled Substances 
e Explosive 
e Firearms 
e Forensic Evidence 
General Property 
e Jewelry 


Be Cappernini 
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5. Update an Approved Invoice (Non-Vehicle) 


The following document explains how to Update an Approved Invoice in PETS. An 
Approved Invoice is an Invoice that has been fully “Signed Off” by the Invoicing Officer 
and a Supervisor (SGT or above). 


Upon completion the user will be able to Update the following information in an 
Invoice. 
e Member of Service information (except Invoicing Officer). 
Owners and Complainants’ information. 
Prisoner’s information. 
Article’s description. 
Remark’s information. 


Any Updates to an approved Invoice are effective immediately, however all Updates are 
subjected to an approval process. If the Updates are rejected the entries will be 
reversed and the Invoicing Officer will be notified. 
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From the initial PETS 
screen, select the 


1 


PROPERTY ane EVIDENCE Welcome 30; GRODIN | Lua 
cKIN SYSTE ! 


Invoice 


tab. 


2. From the Invoice 
menu select 


Welcome sonnGxoDin | Lan.04 


Vehieto inspector 


ee Capgemini 
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3. On the Start screen 
enter the Invoice 
No.(mandatory) and 


Update 


Welcome 30H GRODIN enor 


Aticls) ) Packeoing |) Remarks _) Sian Off 


click 


Click Update 


4. The Property Type, @S NYPD Welcome ronmenooIN — | Leacur 
Property Category, — - —J " 
and Invoicing oe 

Command are a — 
displayed but 
CANNOT be 
changed. 


Aicle(s) ) Packeving Lab Reauest Remarks ) Sion Off) ANISH] 


rvelce Ne, 2000000839 tree Duce 09/02/2010 


-@ . tere @ . -@ 


If you need to 
change the Property 


Category you must |_ Click Next | 
create a “Request 
for Change of 
Category” in PETS. 
5. Click 
a Cappemini 
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6. The Invoicing 
Officer’s information 
is displayed and 
cannot be changed. 


cle(s) |) Packaging) Lab Re 


7. If the Invoicing Sees Se Em 
Officer incorrect ‘Progeny Tyre Invotes Laboratory Exarminatian” requires? 
you must “Void” the cans ncoesy eer = 
invoice. vein OFF : ae - 

8. Click _ RS = 


a Lineatesestons | 
[ seve s continue] 


Click Save & 
Continue 


Save & Continue 


9. A Confirmation 2%) NYPD rT wreteame 
dialog box appears — : = : 
confirming whether | fait 
you want to update a 
the Invoice with 


om | tases 


Leb Request) Remarks) Sian Of) 


2000000533 Inveice Cate 05/02/2010 


these changes. shoratory Sxarinatise® reqved? 
10. Clic if aes 

changes were made | [aeeererwerre 

and you want them eae 


to be saved. 


No 


Otherwise click’ 


ee Copgernint 
PETS Student Guide Page 54 of 220 In collaboration with 


Update Approved 


Invoice (Non-Vehicle) 


Notes: 


e The confirmation dialog box appears every time you press “Save & Continue” during 
the Invoice Update Process. Clicking either button allows to proceed to the next 
screen, however once you select “Yes” the Invoice will be subject to a Change 
Approval Process. Until the changes are approved the Invoice will remain in “Open- 
Change Pending” status and blocked from further processing. 
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PROPERTY and EVIDENCE WolcomeJOHNGRODIN | Leg Qut 
TRACKING SYSTEM 


11. On the Member Of 
Service (MOS) 
screen the Invoicing 
Command, and the 
Invoicing Officer’s 


Tax No. is displayed. 


nce Date o9/0n/zewe reas) 


It CANNOT be Tveceg OFF rane” sirname art sane aan 
changed. 2 aos or 
12. The Arresting Jemreors 
Officer, Investigating rotnenseaeee a 
Officer, and the eae = 
CSU/EST Processing erates 
Officers information 
are displayed. It can ae na 
be changed as emai eas 
needed, 
13. Once complete click 


enedes c 
DDelece Detective Squad Supervisor 
(CSU/ECT Procenieg Fem 


@nvo0 


Faas emow enters Click Save & | 


(Ltoetece csU/ecT Procesing Officer Continue 


14. A Confirmation NYPD PRRCKING SYSTEM 
dialog box appears * 
confirming whether 
you want to update 
the Invoice with 


nding Appeals 


———— Prepay Catagery te "Requestor LaborateySoaminain” aqua 
these changes. eno Gv ONE 
15. Click if ‘yekng OF es Serna" se 
changes were made to Retro a 
or Hold Snap Clexcon Poe 
and you want them 
snipe raved: = cava tr 
Otherwise click N2] amo aM ecess 
Delete Arresting Orica 
Confirmation dialog 
Imectigning fear Take, | SYA D4 sare yu nana atdae he eis nth ane charges > fan 
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PROPERTY and EVIDENCE Welcome JOHNGRODIN | Lea Qut 
TRACKING SYSTEM 


16. On the Owner(s)/ 
Comp(s) screen 
information related 
to the Complaint 
No., Complainant, 
Owner, and Finder is 
displayed. It can be 
changed if desired. 


2000000533 Invclee Cate 09/02/2020 sus) 


Spumnenthe City __stataorvinss 
SETABONE] (ental ——T¥) 


17. Once complete click Ta Core SSS 


Bir aetal Cys 
A 1 


——— 
Click Save & 
Continue 
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18. A Confirmation 
dialog box appears 
confirming whether 
you want to update 
the Invoice with 
these changes. 

19. Click LY®5} if 
changes were made 
and you want them 
to be saved. Invice Suaranary 


Otherwise click 82] | fil 


Vehicle inspection 


Selon Bis dae ove vale lth ese 


[acy 
elophens hs 
oe spenmanenis ciey 


bain i 
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(PROPERTY and EVIDENCE Welcome 20HNGRODIN. | Loa Ou 


20. On the Prisoner(s) 
screen the 
Prisoner(s) 
information is 
displayed. It can be 


Yeamfor Release / Dapontion Reports 


Atcic(s) )Fackgng Lab Request |) Remarks 


Imelce cate wa/an/20i0 cus) 


changed if needed. 

21. If applicable you can eo aswel 
Add/Delete eee ) im 
Prisoners. 


122. Once complete click 
Save & Continue 


cle nspecton 


Click Save & 
Continue 


123. A Confirmation 
dialog box appears 
confirming whether 
you want to update 
the Invoice with 
these changes. 

124. Click if 
changes were made 
and you want them 
to be saved. vorco Summary 

No 


ZilPare Code 


1} 


Otherwise click’ 


inspection 


Cel 
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PROPERTY and EVIDENCE Welcome 30HMGRODIN. | Lon Out 


125. On the Article(s) 
Summary screen, 


Transfer Release / Dopostion Reports 


the Article 

information is sion of) MSE) 

displayed. rece ne 2000000803 imncsone onen/ano 
126. Existing lines can be ce st | 

changed if needed Saeco umn =e : Es 

by selecting the a : a mn YES TA yietse* Agen [Alarm 


appropriate Article 
and clicking 


View/Edit Details 


escrption [CelersALUNEMUMY/SILVER | WYS*IN 


RY [Wallet |Erter Descristion [Color:DETGE [NYSFIN Alarm: NO 


AY (Mendbeo pton |Color:BLUE |NYSPEN AlarruNC 


iom/Edte Dota 


Click View / 
Edit Details 


127. The Article details 
screen now appears. 

128. The Property Type 
Level 1, 2, 3 and Qty 
fields are displayed ending Approvals 
but CANNOT be ai 
changed. 

129. The Property 
description and 
Alarm information is 
displayed and can be 
changed if desired. 

130. Click 


ejony2m0 


LATHES ] 


Clie Save & 
Continue 
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31. The Article(s) 
Summary screen 
reappears 

132. Once complete click 

Save & Continue 

33. A Confirmation 
dialog box appears 
confirming whether 
you want to update 
the Invoice with 
these changes. 

34. Click LYe=] if 
changes were made 
and you want them 
to be saved. 


Otherwise cickL8] 


=. 2900000533 


patie ust 


Select Item No Quantity 


Wion/Esit tat 


Welcome JOMNGROOIN | Lea Out 


Lab Request 


Packaging Remarks 


te oe/or/2010 = 


pron [Color:eLac 
Talarm Onginatng Agency 


rien IColer:ALUNENUI 


ER |NYSPIN 


jon |Color:DEIGE |WYSEIN Alarm: NO 


ipton ]Color:BLUE INYSEIN Alarr:NO 


‘as Keo 


Click Save & 
Continue 


Notes: 
e Existing Article Quantities cannot be changed. 
e New Article line items cannot be added. 
e Existing Article line items cannot be removed. 
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35. On the Packaging 
screen the Packaging 
information is 
displayed but 
CANNOT be 
changed. 

136. Click 


137. A Confirmation 
dialog box appears 
confirming whether 
you want to update 
the Invoice with 


changes were made 
and you want them 
to be saved. 


No 


Otherwise click 


Notes: 


tem tobe packaged adjst the quantity tobe 


Select the 
suloged Wesson: 


Ttem Org Qty Description av 


DD -2<c002 


‘Step 2:Scen/Type the bercoe ofthe Packaging Mataiel/ Label end then 


| Leno 


‘pens Pork” button 


1290000230 - Security Envelope - Small | 
(CK | GUCCT | LEATHER | 2 


curity Envelope - Small 


3 Hancbag | BLUE | 
Enier Desert 
1290000220 - Security Envelope - Small 
1129000002 - Seeurty Envelope - Smal 
2 Keys | ALUMINUN/SILVER | 


Click Save & 
Continue 


e The Packaging information is displayed but cannot be changed via “Update 


Invoice”. 
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39. On the Lab Request B (PROPERTY and EVIDENCE 
screen the Lab 
request information 
is displayed but 
CANNOT be 
changed. 

40. Click 


41. A Confirmation 
dialog box appears 
confirming whether 
you want to update 
the Invoice with 


Se a 


Click View / 
changes were made Edit Details 
and you want them 
to be saved. 

Otherwise click S® 


Notes: 
e You cannot change, remove, or add new Lab Requests from this screen. You can 
create a new Lab Request by executing “Request for Laboratory Examination” in 
PETS. 
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143. The reasons for 25) NYPD 
taking the property 
into custody are 
displayed in 
Remarks. Existing 
entries CANNOT be 
changed but new 
entries can be added — 
as needed. at for Hold 

144. Whether or Not en ei 
Prisoner / Finder 
Receipt issued was mepecon 
accepted or not is 
displayed. It can be 
changed as needed. 

45. If desired Upload 
related documents/ 
photographs. 

46. You can add or 
remove Related 
Invoices as desired. 

47. Once complete click 


(PROPERTY and EVIDENCE Welcome 20HNGRODIN. | Lea Out 


Yeamfor Relowse/ Dapontion Reports 


reves EEE TTS] 


Ferove nvoce 


sone / Fader Receet Ise 


oload vlad documents’ photow as 


Select 25 oe Eee . TB) | Upload 


Document Type File Narme 
IDENTIFICATION DOCUMENT Letter ArR.odf 


Click Save &| 
Continue 


48. A Confirmation 
dialog box appears 
confirming whether 
you want to update 
the Invoice with 
these changes. 

149. Click if chee [ 
changes were made Retention 
and you want them 
to be saved. 


Otherwise click LN] 


revoke ER 


oayoj2000 


inspection 


[eee] 
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Notes: 
e Onthe Remarks Screen : Multiple Invoices can be linked to by clicking 


Add Invoice 
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5.9 Update Invoice: SIGN OFF 


50. On the Sign Off 2 
screen cl 


(Lpeview invoice] eq 


generate the Invoice 
Preview. 
(mandatory) 

51. Once reviewed close 
the Review window, 
enter your User ID 
and Password and 


ejick, Mauna) 


to indicate your 


(PROPERTY and EVIDENCE DonmcRoorN — | Lea our 


1 have reaamed the above devumant he agaature tebe digital atf-ed othe dcamant i my a0 
ssudopisad that agnag ted subratting ths focareat nthe fain she lege equivalent of having 
‘laced ay hasdoritten gneve ot the sated exaent 


ere Urerto nee sarsners te Sipy 


official Signoff as the we 
Requesting Officer veo" _ 

updating the oe ae 
Invoice.(mandatory) waa 


Click Save & 
Continue 


Notes: 


e On the Sign Off Screen (step 51): The Requesting Officer can also sign with a 
signature pad. 
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bis ae your] [7 Pasniayssvives Wacom sonmRooIN | Lee 
Invoice has been ee ee een ene 
updated. 

53. The Invoice Print = Tiwoice change has been sent for approveNZPD_MESSAGE 461) 
screen now appears is Asice Nes 2000000633 


so you can generate 
the required output. 


Summary: Update Invoice 
You have successfully Updated an Invoice in PETS. You should be able to Update the 
following information in an Approved Invoice: 
e Member of Service information (except Invoicing Officer). 
e@ Owners and Complainants’ information. 
e Prisoner’s information. 
e Article’s description. 
e Remark’s information. 
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6. Create Invoice (Vehicle) 


The following document explains how to create an Invoice (Vehicle) in PETS. Upon 
completion the user will be able to create an Invoice for Vehicles and perform an initial 
Vehicle Inspection. 


6.1 Create Invoice (Vehicle): START SCREEN 


Steps Screen View 


1. From the initial PETS 
screen, select the 


Invoice 


tab. 
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eu 


© NYPD 


Creat 


e Invoice 


(Vehicle) 


Steps 


2. From the Invoice 


menu select 
New Inv 


e 


On the Start screen 
select the 
appropriate Property| 
Type (Vehicle), 
Property Category, 
and Invoicing 
Command. 
(mandatory) 

4. Once complete click 


Next 


Select New Invoice 


for Laboratory 
st for Change OF 
for Reterbor 


Welcome 301 


msccing Command = 
eas-saTH cr, Dl 
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Steps 


5. Enter the Invoicing 
Officer's Tax No. and 
click ¥ 
populate the 
Officer's 
information. If the ARREST EVIDENCE 


Officer is Non-NYPD anor Enter Invoicing Officer F 
you must manually rare ‘CuntYna “or Reserve Invoice No. 
enter their M Paoveny CLERC oy “ Generate Worksheet 


information. - 
Click Save & | 
Continue 


Welcome 2OMGRODIN. | Lez Out 


to auto 


er9/2e30 


(mandatory) 
6. Once complete click 


Save & Continue 


Notes: 
e On the Start screen (step 5): You can choose (Reserve Invoice Now) 5 complete the 


Ps : Ge te Worksheet 
Invoice at a later time. You can also choose WuSenersteaWortshett) +4 record your 
written notes. 
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7. On the Member Of 
Service (MOS) 
screen you must 
enter the Arresting 
Officer's Tax No. and 


PROPERTY ane EVIDENCE Welcome JONNGRODIN | Leg Out 


click Yaliset to sii 
auto populate the for Change OF 
Officer's oe cae cara re 
information. If the =, om norte 
Officer is Non-NYPD a 
you must manually Salita sey vencTn po 
enter their ae ? Pacresty cnc rv — cvypteny 
information. utaway 
(mandatory) 
8. If applicable you can ae eo ae 
also enter the mae c Jenna 
Investigating Officer, | Delete investigating Officer 
Detective Squad ai sath IEEE om 
Supervisor, and uve —— Sect sige 
CSU/ ECT Processing NereNYED — 
Officer Information. 
= Jemstere _—_ 


19. If applicable select 


PERT and EVIDEMC Welcome JONNGRODIN. | Lag Out 


the ADA Office from 
the drop down ARREST EVIDENCE esanoc = 
menu. — ms 
10. If available enter the aE oor 
Last Name, First enti = ee, 
Name and Tel No. of est for Change 0! ES on 
the ADA Officer. = nem ea 
11. Once complete click _ Seypdiers 
Save & Continue 
sean cums re 
‘ End , ase ; 
(betes tmvestioating Offices 
Detective Seund Super vset asgnase rename 
— 2 zal 
Property cueneorv jenna 
Delete Detacive Samad Supe visoy 
(CU/ECT Preven Officer funk 
cate esuscrn 
aren | Click Save & 


i Continue 
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12. Enter the D.CA Lic. 
No. and click 
Validate to auto 
populate the 
Assigned Towing 
Company 
information. 

13. Enter the 
Department Tow 
Operator Tax No. 
and click St to 
auto populate the 
Tow Operator 
information. If the 
Operator is Non- 


NYPD you must 
manually enter the 
information. 
Click Save & 
Continue 
Notes: 


e On the MOS Screen (step 8): You can enter the Det. Squad Case No. while creating 
the Detective Squad Supervisor. You can also enter the CSU/ ECT No. while creating 
the CSU/ECT Processing Officer. 

e On the MOS Screen (step 12): You can delete Assigned Towing Company by clicking 


Delete Assigned Towing Company 


e On the MOS Screen (step 13): You can delete Department Tow Operator by clicking 


Delete Department Tow Operator J 
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14. Onthe = Ownenel? 
Comp(s) screen 
enter the Complaint 
no. and click 


Welcome 3ONNGRODIN | Lea Out 


Prisoner(=) |) Artiie(=) inspection Packaging) Remarks) Sign Gif 


M ‘0 auto 
populate the 
complaint 
information. The 
Complainant(s), 
Prisoner(s), and 
Offense Information | [Zzmeuaay) 
should auto == == 
populate at this Putaway 
time. If the 
information doesn’t 
auto populate you 
must manually enter 
it. (mandatory) 


tice Dace 07/30/2010 


[mo 


Assrmere Ne Cy piPeetl cose 


Ce mete 


tree Ouner 


“elaghone No 


15. Select all the special 
categories which the 
Property Related To 


by clicking on w 

16. Select the st for Laboratory 
appropriate ae 
Complainant type 
from the drop down 
menu. 


17. Multipl [Select Complainant) 
. Multiple { J 
Complainants are i pres 

possible. You can Vetvcle Inspecton 


add Complainants by 
clicking on 


Add Complainant 


and delete 
Complainants by 
clicking on 


|_Delete Complainant 
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18. If the Titled Owner is 
an existing 
Complainant or 
Prisoner you can 
copy their 
information by 
selecting the 
appropriate choice 
from the drop down 


> NYPD PROPERTY and EVIDENCE Welcome 2O1NGRODIN | Lez Out 


for Laveratery 


(rime Clapaifention* 


Request for Change 01 


finenine Seman 


19. If the Lien Holder is 
an existing 
Complainant or 
Prisoner you can 
copy their 
information by 
selecting the 
appropriate choice 
from the drop down 
menu. 


Suet Agerenentne Cy 


120. If the Lien Holder 2 we SVerem Welcome JOH" GRODIN 
and or the 
Registered Owner 
are the same as the 
Titled Owner, select 
Lien Holder and or 
Registered Owner jest for Change Of 
check boxes to copy acty Praparty Related Te (Daas sabe 
the information. If 
the Lien Holder and 
Registered Owner 
information is 
different to the 
Titled Owner then 
you can enter their 
information 
manually. 

21. Once complete click 


New Imoice 


ES 
(perirs 


cable eptins) 


SevuslOfeese [itera Inventigaton [105 i CamplinaneVietin 


way Zip/Postal Cove 


Save & Continue 


Click Save & 
Continue 
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Notes: 
e On the Owners(s)/ Comp(s) Screen (step 18): You can delete the Owner by clicking 


Delete Owner 


e If the Complainant and Owner information is not populated you must manually enter 
it. 
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22. On the Seseals 
screen enter the 
Arrest No. (If known 
and not already 
populated) and click 


Welcome JONNGRODIN | Leg Out 
New Imoice 


Validate 
=== to auto 


populate the 
Prisoner's 
information. If the 
information does 
not populate you 
must manually enter 
it. 

23. Once complete click 

Save & Continue 


Click Save & 
Continue 


Notes: 
e On the Prisoner Screen (step 22): Multiple Prisoners are possible. You can add 


Prisoners by clicking on (aed Prisoner, ] or delete Prisoners by clicking on 


Delete Pri: _ 
(Delete Prisoner) 5 you see fit. 


e Based on the Complaint No. and or Arrest No. various information should auto 
populate. Information that was auto populated can be changed if needed. 
Information that did not auto populate must be manually entered. 
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24. 


126. 


rah 


28. 


129. 


30. 


31. 


32. 


133. 


On the Article(s) 
screen select the 
appropriate Level 2 
and 3 Property 
Types. (mandatory) 


. The Qty field defaults 


to one because you 
can only enter one 
vehicle per Invoice. 
Enter the Property 
information like Year, 
Make, Model, etc by 
selecting from the 
dropdown menus. 
(mandatory) 

Indicate whether VIN 
Available. 

If available enter the 
VIN and click 


Val 


If the VIN is correct 
the Discrepancy in 
VIN field is defaulted 
to “NO”. 


Enter information 
for all the 
mandatory fields like 
No. of Lic. Plates, Lic. 
Plate No. and State. 
If Alt. Lic. Plates 
exists then enter Lic. 
Plate No. and State. 
Enter Certificate of 
Inspection No., State 
and Year. 

Indicate whether or 
not the Vehicle is 
Running, Double 
Towing was involved, 
and whether or not 
Personal Property 
was Removed by 
clicking “Yes” or “No”. 


. Indicate whether or 


not an Alarm Flag 
exists by clicking 
“YES” or “NO”. If YES 
enter the Alarm 
information. 


west for Change OF 


New Invoice 
Prova 
stor Laberatory 


on? Select Property 
: Dre Level 2 


Welcome JONNGRODIN | Leg Out 


nepection Packaging ) Rem 


Invoice Date 07/30/2010 


Alarm Number 


T=) Pesorsea =) 


Invoice Date 07/30/2010 
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35. Enter any Additional 
Description of the 
Property. 

136. Once complete click 


Save & Continue 


137. The initial property 
line item created 
from 24-36 now 
appears. 

138. If you wish to edit an 
existing line item or 
remove it select 


© tothe left of 
the line and click 
either 


View/Edit Details 


139. Once complete click 


Save & Continue 


tor Retertor 
stor Hola 
nango Aoproval 


Surmary 


change Aeproval 
Pant ineica 
Vetvcte inspection 


Welcome 3ONNGRODIN. — | Leg Out 
2oe000724 cice Date 07/30/2010 2 
1S] (Sboonseau 11 


Gow 


evs CKO 


Click Save & 


voces 2000000724 
tice Ut 


Select TlemNo Quantity 


Taieom 


1g Agacey! (Alarm Number 


View/Edit Dota nore 


Click Save & 
Continue 
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40. 


41. 


43. 


Enter the NYPD Tax 
No. of the Officer 
who notified the 
Owner and click 


populate the 
Notifying Officer's 
information. If the 
information doesn’t 
auto populate you 
must manually enter 
it. 

Enter the Date and 
Time that the Owner 
was notified. 


. Select How the 


Owner was Notified 
from the drop down 
menu. 


If the Person from 
whom vehicle was 
taken is an existing 
Complainant or 
Prisoner you can 
copy their 
information by 
selecting the 
appropriate choice 
from the drop down 
menus. Otherwise 
enter the 
information 
manually. 


. Enter the Location 


from where the 
Vehicle was 
recovered. 


. Once complete click 


Save & Continue 


incice Ne. 2000000724 bets e1/20/2010 


Cuma Nottie By 


: omarameny |E —Tjemetory (rani WM Leasco) = 
at for Retention Delete Owner Notified By 


forts 


Dette Ferson vehicle Taken From 


Location Vehicle Recovered Fro 


‘2000000724 


Brora 


questtor Laceratery 


Request for Change OF 


cometary 


Vehicle inspection rece 


Delete Person vehicle Taken From 
Lecaion Velie Recovered From 
— 


“Seve fi Continue 


Click Save & 
Continue 
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Notes: 
e On the Articles Screen (step 26): The options available to describe the Property may 
vary by Property Type and Category. 
e On the Article(s) Screen (step 41): You can delete the Notifying Officer by clicking on 


Delete Owner Notified By 


e On the Article(s) Screen (step 43): You can delete the Person from whom the vehicle 


was taken by clicking Delete Person Vehicle Taken From_J 


e On the Article(s) Screen (step44): You can delete the Location from where the 


‘ err Delete Location Vehicle Recovered Fi 
Vehicle was Recovered by clicking \_Delete Location Vehicle Recovered From | 
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46. To start the 
Inspection of the 
vehicle click 


(PROPERTY and EVIDENCE Welcome 30HMGRODIN. — | Lon Out 


Transfer Release / Dopostion Reports 


— Packagng ) Remarks ) Sign of ) IERIE 
jew Inspection 


Click Start New IneseeDee 9/3810 
__ Inspection 


fice Inspection 


47. The Inspection 
screen now appears. 
Select the 
Description of the 


Inspection 


Inspection from 
dropdown menu. Saseeker creme 

48. The name of the Roquoct or Change OF 
Officer who See adeas = 
performed the Request for Hold = 
Inspection defaults. =| 
If desired you can — : 
change the Officer’s | lingua ab ene 5 
Name. as =I 

49. Enter the = 
appropriate Material - 
Description listed, by = 
selecting the GLOVE COMPARTMENT = 
appropriate Unit ae ee = g 
(mandatory) and nisi =| aN 
enter Remarks (If Add tional Couipreent/Accenzerien 
applicable). een eens 

cane aes] 
nnn Derg Pats 
Select Missing/Damaged Type omarks 
a = Ener Remares here 
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50. If Additional 


51. 


52. 


53. 


Equipment/ 
Accessories exist, 
enter the details. 
If Parts of the 
Vehicle are Missing 
/Damaged, select 
the Part from the 
drop down menu, 
enter a description 
in Remarks, and 
Upload any 
associated images (If 
applicable). 
Once complete click 
Save & Continue 


A Confirmation 
screen appears. Click 
[Cancel]; you want 
to go back and edit 
the Inspection 
information or click 
to complete 
the Inspection. 


Venice incpecnion 


Inspacren is 890000001124 


Stort New inspection 


FIONAL AUDIO EQUIPMENT 


EEL COVERS aves 


Gove ConeastueNT 
INTERNAL CONDITION 


‘tdsnoal teupmant/accessoes 
Select Additional Eauioment 


“ 
ost) Rewashs 

None - 

Nene - 

Locked S 

Locked . 

fevter Commente—» Enter Comments here 


Remarks 
= Erear demares rere 


SPECIAL WHEELS Confirmation 


(eeicre) 


Remarks 


Click Save & 
Continue 
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Notes: 

e On the Vehicle Inspection Screen (step 50): You can Add New equipment and or 
accessories by clicking on (tise) and Delete equipment and or accessories by 
selecting the line item and clicking on (Delete 

e On the Vehicle Inspection Screen (step 51): You can Add Missing and or Damaged 
parts by clicking on _sadnew } and if desired delete Missing and or Damaged Parts by 


selecting the line item and clicking on \peieta, 
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54. To si the line 
item, select the line 
item to be packed by 
clicking on the check 
box & 


55. You can either scan 
or type the barcode 
of the packaging 
material; Click 


| Pack 


56. The selected article 
has been packed and 
moved to the right 
side of the screen. 

57. Click 


Save & Continue 


tor Laneratery 


west for Change O 


PRODERTY and EVIDENCE Welcome JONNGRODIN | LezOut 


e e ackage earcoce 


Ciseecs at ze aaal 
Tem ay ee “teed 
1 slick Pack 


Do yma to acaba Barcode ahaa arth coon nes )T 68 Ne 


Welcome J0NNGRODIN | Lag Out 


Questor Laberatery 


Seep 2 Salac the tam ta be packaged adzect te quantity to be ‘Step 2Scan/Type the barcode af the Packaging Matava Label and than 
Sestaged neces ‘pens Pack button 
e e enckage tarcose 

tem Org Qty Description ay i 


= 1200000215 - Security & 


3 Vehicle | BLUE | YES | 
Enter Description Here 


Click Save & 
Continue 
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Notes: 
e On the Packaging Screen (step 56): If desired you can unpack packages. To unpack, 


select the desired package and click (aauopack.) 
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58. On the Remarks 
screen you can link 
Related Invoices by 
entering an Invoice 
No. and clicking 


a 


59. If you want to link 
the Invoice, click 


Add Invoice | 


Multiple Related 
Invoices can be 
linked. 

60. Enter the Reasons 
for taking the 
Property into 
custody in the 
Remarks section. 
(mandatory) 


161. Indicate whether or 
not the Prisoner / 
Finder Receipt 
issued was accepted 
or not by clicking 
either “Yes” or 


“Refused” 
Prisoner / Finder Receipt Issued 
Over © Refused 


(mandatory) 

(62. To upload Related 
documents/ 
photographs select 
the document type 
from the dropdown 
menu and upload 
the supporting 
documents/ 
photographs. 

163. Once complete click 


Save & Continue 


sl fox Change Of 
feaony 
1 Reterton 
0 Aero 


Velie inspector 


sttoe Lavoratoy 


tysice Ne, 2000000724 


Add tmecice 


Deane / Finder tecipt tnuee 


(er [der Roca oe) 


Document Type 


Click Add Invoice |. 


Invoice Date 07/30/2010 
oe 
aa 


Welcome JOIMGRODIN | Leg Out 


2000000728 


naa 


Welcome J0NNGRODIN — | Loa Out 


ick Upload 


Click Save & | 
Continue 
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Notes: 
e Onthe Remarks Screen (step 59): Multiple Invoices can be Related. 
e On the Remarks Screen (step 59): Linked Invoices can be removed by clicking 


Remove Invoice 
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64. On the Sign Off 
screen, click 


Review Invoice |}, 


generate the Invoice 
Preview. 
(mandatory) 

165. Once reviewed close 


Enter your User ID 
and Password. Once 
complete, click 


ign 


to 
indicate your official 
Signoff as an 
Invoicing Officer. 
(mandatory) 


166. If known, enter the 
Supervisor's Tax No. 


the Preview window. 


‘Signatures we veanbed bl 


Click Review | Aifmmaton 
Invoice 


Sian wth SioncarePo6 


Drecaad ote Supertsor Saree 


Welcome 20IMGRODIN. | Lez Out 


Ivsice Date 07/20/2010 


Welcome JONNGRODIN. | Lag Out 


who will be 
a New Invoice 
approving the Update "2000000724 Invoice Date 07/30/2010 [ee] 
Invoice and click Prova ‘ne ecnived before the nvone can be faded 1 
aie 
= The 
ate Lasthawe. Seat hana Ranie Command 
Invoice will be made CARTER EumntWA Or” PROPERTY CLERK OTY 
available to the 1 (Reen ioce 
Supervisor for Cchanga Aeproval 2 
fl Pala oica armen 
approval. flee {averse the ahve dacomest The arin she ay a edi th decor 
67. If an appropriate = ec et es sce eekas eens v ctond eee E 
Supervisor is Velie inspection 5 Sear Usa BD and Pasar Sin 
immediately ~~ = 
available to approve SS — 
the Invoice then Sian wth Signscare Bae 
select 
( Precead te the Supanina Sigr-ff 
Sepervicer 
(Reren imoice_| HI 
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68. To execute the 
official Sign Off, the 
Supervisor needs to 
click 


Review Invoice |}, 


generate the Invoice 
Preview. 
(mandatory) 

169. Once reviewed close 
the Preview window. 
The Supervisor 
should enter their 
User ID and 
Password. Once 
complete the 
supervisor must click 

Sign iS 
indicate their official 
Signoff as a 
Supervisor. 
(mandatory) 

170. Once complete click 

Save & Continue 


Notes: 


Welcome JOHN GRODIN. — | Lag Out 


Click Revi 
Invoice 


have estewed the above decement. The sgeatne to be daly 4a to the document 
‘yeu. |ewtarctana Yat sipnag and sang fi devumant 1 te Faso i the tga 
(Riva cv Roving paced my hasdorsttennignetre on the submitted govaments 


eevarteece ied ieee eee {click sign) 
10° “e 
fae = Use] 
Sigpoih Segunda 
as 


Click Save & 


e On the Sign Off Screen (step 65): The Invoicing Officer & Supervisor can also sign 


with a signature pad. 


e On the Sign Off Screen (step 68 & 69): The Supervisor is expected to execute these 


steps 
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71. SS you 2 a of ‘Welcome JOHN GRODIN Log Ou 


have created a 
Vehicle Invoice. 

72. The Invoice Print 
screen now appears 


Invoice Creation Completed 


1c =. 2000000724 


so you can generate : Pint Cony 
the required output. 


Summary: Create Invoice (Vehicle) 
You have successfully created a Vehicle Invoice in PETS. You should now be able to 
create an Invoice for Vehicles and perform an Initial Vehicle Inspection. 
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7. Update an Approved Invoice (Vehicle) 


The following document explains how to Update an Approved Invoice (Vehicle) in PETS. 
An Approved Invoice is an Invoice that has been fully “Signed Off” by the Invoicing 
Officer and a Supervisor (SGT or above). 


Upon completion the user will be able to update the following information in an Invoice. 


Member of Service information (except Invoicing Officer). 
Owners and Complainants’ information. 

Prisoner’s information. 

Article’s description. 

Remarks information. 


Any updates to an approved Invoice are effective immediately, however all Updates are 
subjected to an approval process. If the Updates are rejected the entries will be 
reversed and the Invoicing officer will be notified. 
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7.1 Update Invoice: START SCREEN 


Update Approved 


Invoice (Vehicle) 


Steps 


Screen View 


Lg 


From the initial PETS 
screen, select the 


I 
nvoice Fa 
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Sou 


ene Update A d 
©) NYPD FM invoice (Vehicle 


2. From the Invoice Welcome JOHM GRODIN o20ur 


menu select 
Update 
Haslied SanUE Nowe 
3. On the Start screen #3) NYPD PRAGRING” SVETEM Welcome 3OnMGRODIN | Laacur 


enter the Invoice 
No.(mandatory) and | [ail 


Update = ‘ i 5) Comiits Article(s) ) Packooing _) Remarks 


Sign Off 


click 


Click Update 
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od 


ans 
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The Property Type, 
Property Category, 
and Invoicing 
Command are 
displayed but 
CANNOT be 
changed. 


If you need to 
change the Property 
Category you must 
create a “Request 
for Change of 
Category” in PETS. 


click Wonttext J 


The Invoicing 
Officer's information 
is displayed and 
cannot be changed. 
If the Invoicing 
Officer is incorrect 
you must “Void” the 
invoice. 

Click 


Save & Continue 


Dow ‘tklels) Inspection )Packeding )Renerks )Sin ot) MME 
Imcce Ne, 2000000724 tecce ace maa/aei9 


Click Next 


Welcome xonMGKODIN | LenGut 


)Packeving Remarks) Sian Of) 


Inve Case 08/02/2010 


ae) 


Request for Raterlor Tvekceg Office 2 Gate nane, eee ame naw 
r Sect he bon 


fequest for Hold 


Connend cael re ; 


ick Save & 
Continue 
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9. A Confirmation 
dialog box appears 
confirming whether 
you want to update 
the Invoice with 
these changes. 

10. Click if 
changes were made 
and you want them 
to be saved. 


Tweceg OFF cet 


No 


Otherwise click’ 


pos 
Click Yes 


Notes: 
e The confirmation dialog box appears every time you press “Save & Continue” 
during the Invoice Update Process. Clicking either button allows to proceed to the 
next screen, however once you select “Yes” the Invoice will be subject to a 
Change Approval Process. Until the changes are approved the Invoice will remain 
in “Open-Change Pending” status and blocked from further processing. 
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11. On the Member Of 
Service (MOS) 
screen the Invoicing 
Command, and the 
Invoicing Officer’s 
Tax No. is displayed. 
It CANNOT be 
changed. 

12. The Arresting 
Officer, Investigating 
Officer, and the 
CSU/EST Processing 
Officer information 
are displayed. It can 
be changed as 
needed. 


13. The ADA Office 
information is 
displayed. It can be 
changed as needed. 

14. Once complete click 


Save & Continue 


ues for Retention 


Vehicle nzpecton 


Inspection) Packeuina 


Remarks 


fervcena 2000000724 mice Sate ooyany2ece 
Tvekeg Office 


" DROP ClenK oY 
‘Dele Detective Squad Supervisor 


CSU/ECT Procesing Offer 


c Jemreors 
Sood 
eral 
| eovederg 
DIFAGLO, DONATO 
en 
emedos 


Baoan saben 


Eni 


hk 


Det Seusd Cove We 


sank 
so 


CEU/ECT Run ho 


CO) 


ues for Refer 
1 Hels 


Inspection 


PROP CLenx OI 


Delete Arresting Offo= 


sae 


sith. 
emda 

Jen ars 

“Jseveton 
TT 


fan 


ark 


ensdeo 


‘Save & Continue 
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. Clic 


. The Assigned Towing 


Company 
information is 

displayed. It can be 
changed as needed. 


. Department Tow 


Operator 
information is 

displayed. It can be 
changed as needed. 


. Click 


Save & Continue 


. A Confirmation 


dialog box appears 
confirming whether 
you want to update 
the Invoice with 
these changes. 

if 
changes were made 
and you want them 
to be saved. 


Otherwise click’ 


PROPERTY 
FRac 


for Reterbo 
juestfor Hold 


Print Incice 


0s 


2oooowa724 


"ond EVIDENCE 
Kine. SYSTEM 


Remark 


Vehicle Will be Stored 


re /Pestal Code 


fe inspecton 


Delete Assigned Towing Comeany 


Department Tow Oparator 


PROP 


NYPD 


dot 


Vehide inspestion 


TERTY an 


Drapery Categery 


‘AnneST EVIDENCE 


fark 
CASEY, KENT 

orang 
Last Name rat hame fan 


Confirmation dialog 


Are you sare yeu nants urdete te oie ith Uae chances 7 
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20. On the Owner(s)/ 
Comp(s) screen 
information related 
to the Complaint 
No., Complainant, 
and Owner is 
displayed. It can be 
changed if desired. 


121. Once complete click 
Save & Continue 


stor change 0 
st for Retenior 


PROPERTY ond EVIDENCE 
TRACKING SYSTEM 


== 


Intice ete 09/02/2020 


plese elect al appcable spon 


dé Complanant, Delate Comglannant 


ewe (MNS [Raabe 


us 4 Onner 


Teleshere Ne 


STEN TSANG | (he vik 


iPortal Case 
=| J 


NYPD 


TY. ENCE 
TRACKING SYSTEM 


levees AuumUUrZE Invelee Dene 09/02/2020 


JOfense under Taverb gain = 


ropety KalatedY0.( Plane elt al applablaopent) 


mjeapleion = []sevaslciten tama trvactigen [so i complainant tern 


atk 


sano | Ih 


Click 


Save & 
Continue | 
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22. A Confirmation PR eR Na EVES EE er 
dialog box appears a 
Inveene AMO Imvsce ete en/00/2038 


confirming whether 
you want to update 
the Invoice with 
these changes. 


23. Click LY&* | if = 
changes were made | [aietenuen opr aad eae cl apt pen 
and you want them | jiimmulaia Csemece —[)ermenieeienion —C]sermnlceeese (intemal 
to be saved. 


No 


Otherwise click’ 


ith vas chances 


es voléer, DO tezieered Ovner 


syarment is ZilDortal Code 
i} 
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124. On the Prisoner(s) 
screen the 
Prisoner(s) 
information is 


(PROPERTY and EVIDENCE Welcome 20HNGRODIN | Lea Out 


Yemmfor Release / Daponticn Reports 


Atcle(s) )Inspection )Packzang |) Remarks )Sign oF ) MMM 


displayed, Neco ie sears 2000000724 Peete) 
changed if needed. — 

25. If applicable you can is veaione dle 
Add/Delete = — 
Prisoners. = : 

126. Once complete click fumneeie — ne ae 


Save & Continue 


127. A Confirmation 
dialog box appears 
confirming whether 
you want to update 
the Invoice with 
these changes. 

128. Click if 
changes were made 
and you want them 
to be saved. vorco Summary 

No 


‘tcle(s) )Inapection ») 


2000000724 


— 


ZilPares Cote 


Aceress Ne. Sunet Apsameres Oty 
a ial 


Fp surmane ofeare 


Otherwise click’ 


inspection 


[az 
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129, 


130. 


31. 


34. 


On the Article(s) 
Summary screen, 
the Article 
information is 
displayed. 

Existing lines can be 
changed if needed 
by selecting the 
appropriate Article 
and clicking 


View/Edit Details 


The Article details 
screen now appears. 


. The Property Type 


Level 1, 2, 3 and Qty 
are displayed but 
CANNOT be 
changed. 


. The Property 


description, VIN, and 
Alarm information is 
displayed and can be 
changed if desired. 
Click 


Vehicle inspection 


Eee viens Welcome 3OHNGRODIN | Lig Out 


Yrackagng )Remarks )Sign OM) 
a Iisa Sete 09/02/2090 or 
nities 

Description 


enter Descrstion Here |Year:20 


View /Eci Deca 


Click View! Edit 
deta sso 9 


fencing £pprDVaS 
Request or Laboratory 


Sacrgal repay Ramee 


‘lern Conplsne numer 


I 


Click Save & 
Continue 


PETS Student Guide 


eCepgemint 
Page 103 of 220 In collaboration with 


135. 


136. 


37. 


39. 


The Article(s) 
Summary screen 
reappears. 

Click 


Save & Continue 


The Notifying Officer 
information is 
displayed and can be 
changed. 


. The information of 


the Person From 
Whom Vehicle 
Taken is displayed 
and can be changed. 
The Location 
information from 
where the Vehicle 
was recovered is 
displayed and can be 
changed as needed. 


. Once complete click 


Description 


Here |vear2 


lable:no [Oserspancy in VIN:ND [No of Lc. 


Remarks sign of) 


s/on/2040 


le Pate StaceiAS U: 10 lt. Le, States 
Vehicle Runing YES IDcuble Towing Invclved:NO | Personal Property 


Click Save & 
Continue 


CTS) 


Mecel:a3 


NYPD FRackine SYSTEM 


200000724 


nner netfee my 
@ Aveo 


aor cLtma oI 
Dele Owner Notified By 


SelaccCompllawe Seace riscees 
Petnoe Vehicle Taben From | = 


Velie inspector es 


seeders 


Invelee ome 00/02/2010 


im zs 
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41. A Confirmation 
dialog box appears 
confirming whether 
you want to update 
the Invoice with 
these changes. 

42. Click if 
changes were made 
and you want them 
to be saved. 


Otherwise click N21] 


‘PROPERTY and EVIDENCE ‘Welcome JOMNGROOIN | Lea Out 


Deon i Roe om 


Notes: 
e Existing Article Quantities cannot be changed. 
e New Article line items cannot be added. 
e Existing Article line items cannot be removed. 
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43. To cannot Update 
the existing 
Inspection however 


you can start a new 
Inspection by 
clicking on 


Start New Inspection 


(The Procedure is 
similar to Vehicle 
Inspection process) 

44. Once complete click 

Save & Continue 


PETS Student Guide 


PRACKING SYSTEM DonnGROoIN — | Lea our 


SEED Facksong )Remarks ) Sign Off ) 


9/2/2019 


Click Start New 
Inspection 
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45. On the Packaging 3 Pure nine VET Se Domenoomm | tac 
screen the Packaging 
information is 


displayed but 
CANNOT be Pe 3 step lec the ew te be page aint the ua abe Steyn the be of the Pachsing Mtl Lai nd the 
changed. “7 ‘ E, 
46. Click ° ttem oro aty escrowoe any = : 


_—_— 
ig [ seve conse | S.Cootms, ets {1 | 10000318 - Secunty Envelope Sal 
. A Confirmation “ 7 1 
dialog box appears 
confirming whether 
you want to update 
the Invoice with 


changes were made Unpack 
and you want them to 
to be saved. 


Click Save 
Continue 


No 


Otherwise click 


Notes: 
e The Packaging information is displayed but cannot be changed via “Update 
Invoice”. 
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49. The Reasons for 
taking the property 
into custody are 
displayed in 
Remarks. Existing 
entries CANNOT be 
changed but new 
entries can be added 
as needed. 

50. Whether or Not 
Prisoner / Finder 
Receipt was 
accepted or not is 
displayed. It can be 
changed as needed. 

51. If desired Upload 
related documents/ 
photographs. 

52. You can add or 
remove Related 
Invoices as desired. 

53. Once complete click 


54, A Confirmation 
dialog box appears 
confirming whether 
you want to update 
the Invoice with 
these changes. 

55. Click if 
changes were made 
and you want them 


~3_NYPD 


stor Rete 
at or Hold 

intinarce 
Summary 


inspection 


str Change Of 


Retention 


weracens 2000000724 
alate tnvnice(s) 
a00 Femeve invoice 
Cenenal proreary 
sone / Fader Recoet Ls 
oload vlad document’ photow as 
elect doe roe Eee * TB | Upload 
Document Type 
WS Click Save & 
(VOICE (NOT CURRENT VERSION) eat Continue 


Welcome 20HNGRODIN | Lea Out 


Save B Continue 


‘Ainest Bedence 
GENERAL PROPERTY 


revets EO 


ayonj2000 


to be saved. 
Otherwise click LN2] — 
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56. On the Sign Off 
screen cl 


[Leview invoice] eo 


generate the Invoice 
Preview. 
(mandatory) 

57. Once reviewed close 


the Preview window. 
Enter your User ID 
and Password and 


ejick, Mauna) 


to indicate your 
official Signoff as the 
Requesting Officer 
(mandatory). 


Notes: 


Click Save & 
Continue 


e On the Sign Off Screen (step 57): The Requesting Officer can also sign with a 


signature pad. 
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58. iGaaannalors your! [@ PROPERTY and EVIDENCE Welcome 0HNGROOIN — | Lea Out 
Invoice has been 
Updated. 

59. The Invoice Print — Invoice change has been sent for approvel(ZPD_MESSAGE.451) 
screen now appears 8 neice No, 2000000726 


so you can generate 
the required output. 


Summary: Update Invoice 
You have successfully Updated an Invoice in PETS. You should be able to Update the 
following information for an Invoice: 
e Member of Service information (except Invoicing Officer). 
e Owners and Complainants’ information. 
e Prisoner’s information. 
e Article’s description. 
e Remarks information. 
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8. Search Invoice 


The following document explains how to search for an Invoice in PETS. Upon completion 
the user will be able to search for an Invoice using the following: 


e Aspecific time period and Invoicing Command (Mandatory) 
e Invoice No. / PETS No. / Storage No. 

e Tax No. / Last Name, First Name / Command Code 

e Individual Type / Last Name, First Name/ Business Name 

e Arrest no. / Complaint No. / Summons No. 

e Vehicle Plate No. / VIN No. 


8.1 Search Invoice: START SCREEN 


Steps Screen View 
1. From the initial PETS 
screen, select the 


Invoice 


tab. 2 Select Invoice 


BB Cappernini 
PETS Student Guide Page 111 of 220 In collaboration with 


eu 
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Steps 


2. 


From the Invoice 
menu select 
Search 


On the Search 
screen enter ‘From — 
To’ details and select 
the Invoicing 
Command from the 
drop down menu. 
(mandatory) 

Enter any other 
details available for 
increased accuracy. 
Once complete click 


Search In) 


west for Change OF 


Welcome 3ONNGRODIN | Leg Out 
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ENCE 


m Search Invoice 


Steps 


6. 


7. 


8. 


If you are not getting 
the desired results, 
you can narrow 
down your Search 
by clicking on 


an 


Select the 
information such as 
Property Type 1, 
Property Type2, 
Property Category 
and Material. 

You can enter other 
details as needed. 


9. Once Complete click 


DROPERTY ane EVIDENCE Welcome 3ONNGRODIN | Leg Out 


Select Advance 
Search 


voting fine 


Select Search 
Invoice 
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Steps 


14. 


10. On the Results 


screen select the 
Invoice No. you wish 


to view. 


. The Invoice 


Summary screen 
now appears. 


to view the Chain of 
Custody report. 
. Select 
to Preview the 
Invoice. You can also 
print the Invoice 
from here. 
Select 


Invoi 


to view the 
Associated 
Documents. 

. Select Soe Remark 
to Add Remarks to 
the Invoice if 
desired. 


ark 


tor Laneratery 
west for Change O 
or Retort 


noproral 
quest Tor Laperatry 


ues for Change OF 


or Retention 

ator Het 
ange Aeprova 
Pant nica 


Vetvcte inspector 


Fnvscng Ffcer 


‘Welcome 20) GRODIN 


Invoice Commend Property Type 
sSTHPCT. ASH 
asmiect. 

aSTHECT. 


aren budence 
5 Cviderce 

Determine True Owner 
Je evidence 


Stotus Storaac Location 
UNAPPROVED Bronx PetOAS 
INAPPROVED | ren Betoas 
UNAPPROVED | Bronx Pass 
UNAPPROVED | Sronx Peto4s 
oven ‘rons Petcas 


Welcome 30" GRODIN 


cearage No 


statue 
Delivery created 
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Notes: 


From the Results screen (step 11): You can go back to the Search screen to search for 


another Invoice by clicking on [Back | 


Summary: Search Invoice 
You have successfully searched an Invoice in PETS. You should be able to search an 
Invoice by: 


A Specific Period and Invoicing Command (Mandatory) 
Invoice No. / PETS No. / Storage No. 

Tax No. / Last Name, First Name / Command Code 
Individual Type / Last Name, First Name/ Business Name 
Arrest no. / Complaint No. / Summons No. 

Vehicle Plate No. / VIN No. 
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9. Copy Invoice 


The following document explains how to create a new Invoice by copying an existing 
Invoice in PETS. Upon completion the user will be able to copy an existing Invoice. 


The following information defaults from the Invoice being copied, if desired it can be 
changed: 


Invoicing Command. 

Members of Service (MOS) information. 
Owners’ and Complainants’ information. 
Prisoners’ information. 


The following Information DOES NOT default from the Invoice being copied and must be 
manually entered to complete the Invoice. 


Property Type 

Article(s) 

Packaging 

Request for Laboratory Examination (if applicable). 
Remarks 

Sign Off 
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9.1_Copy Invoice: START SCREEN 


Steps 


1. From the initial PETS 
screen, select the 


Screen View 


/ Disposition Reports 


I 
nvoice Fa 


rst hame Command Code 
[ 


aseNane 
1:2) 
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you wish to copy 


2. From the Invoice PROPERTY and EVIDENCE Welcome Rohaa loch Lag Out 
TRACKING SYSTEM 
menu select , 
PERNT earsier Release / Disposition Reports 
New 
Search evoice 
lasciane Frat hams Command Code 
Vabicle inte Ne 
‘Search Inoice 

3. Enter the Invoice No. PROPERTY and EVIDENCE Welcome JOHNGROOIN — | Loa Out 


and click 
Copy spate Peer aS 
stor aborany ne e778 
— Copy peciores i 
Prorat Tee” @ 
Be Coppernini 
PETS Student Guide Page 119 of 220 In collaboration with 


od 


ane 
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Copy Invoice 


Steps 


The Invoicing 
Command defaults 
from the Invoice 
being copied; it can 
be changed if 
desired. (mandatory) 
Select the 
appropriate 
Property Type and 
Property Category. 
(mandatory) 

Once complete click 


Next 


The Invoicing 
Officer’s Information 
defaults from the 
Invoice being copied, 
if desired you can 
change the Invoicing 
Officer. 
Once complete click 
Save & Continue 


st for Change OF 
at foc Hels 
Vehide inspection 


tor Reteriton 
for Hold 


Select Property 
Category 


Click Next 


Remarks) Sgn otf) MEMES 


(Geeserveinvice no 
Generate Worksheet 


Click Save & 
Continue 
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Notes: 
e On the Start screen (step 7): You can choose to Reserve an Invoice No. and complete 
creation of the Invoice at a later time. You can also choose to Generate a Worksheet 
to record your written notes. 
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On the Member of 
Service (MOS) 
Screen the Arresting 
Officer, Investigating 


Fockacing Lab Request ) Remarks ) Sian OF ) MMM 


Officer, Detective Provets Tyee Property Ceseaory 
Syitad Sioonior: Cowen peovenre— nonet eves 
and CSU/ ECT Tonic Ofc tek 
processing Officer . - as 
information defaults wan ae 
from the Invoice eek 
being copied. It can cst 

a Facey aenco = eomntay 
be changed if (aaceeeS 
desired. amen] 

Toate ter Uaneourewhows nash 


10. Once complete click 
Save & Continue 


a < Ea 


( bales investiontina Ofer 


Detective Squad Superviser 7 


)emvoorg 


2 me otV Jenene t 


Delete Detocbve Saved Supernsor 


CSU/ACT Precattng OMe? 7. Larhawe, Fro ar 
date maninee. sremven 


a Rane 
oar 


Jemrodore 


en] 
Continue | 


Notes: 
e The Investigating Officer, Detective Squad Supervisor and CSU/ECT Processing Officer 
information is optional. 
e If you attempt to change any of the Officers information and the new Officer is Non — 
NYPD, you must manually enter their information. 
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11. On the Owner(s)/ 
Comp(s) screen all 
the information 
related to the 
Complaint No., 
Property, and 
Complainant 
defaults from the 
Invoice being 
copied. It can be 
changed if desired. 


12. The Owner(s) and 
Finder(s) 
information defaults 
from the Invoice 
being copied. It can 
be changed if 
desired. 

13. Once comp! 

Save & Continue 


Juest for Laboraory 


Change Aeprova 
Print cca 


Vehicle inspection 


Lat request) Remarke ) Sign Off 


TREND] [Nex vaik 


7/26/2000 


I MOE i Cemplinane Viti 


cogory 
sl for Reteiie 
Hels 


Lan Sastion* 


i trewnntnsernganee 


rime Cisatication* a 


HMO we Complanane iene 


Click Save & 
Continue | 
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14. On the Prisoner(s) ; Tui EVES Wakeme 20K cnOOI | Laacar 


screen the Prisoner 
information defaults 
from the Invoice 
being copied. It can 
be changed if 
desired. ‘Change 0 as ws vst Name peeoetnna 
15. Once complete click 
Save & Continue 


Veil nsecin di pioner_}|_Delte innes 


[aca] 
Click Save & 
Continue 


Notes: 
e Once you have completed the Prisoner(s) screen, Information from the Invoice being 
copied in no longer defaulted. The remaining sections: Article(s), Packaging, 
Remarks, and Sign Off must be completed manually. 


Summary: Copy Invoice 
You have successfully copied an Invoice in PETS. When copying an Invoice the following 
information defaults from the Invoice being copied. 
e Invoicing Command. 
e Invoicing Officer, Arresting Officer, Investigating Officer, CSU/EST Processing Officer 
and ADA Office. 
e Owners’ and Complainants’ information. 
e Prisoners’ information. 
Once copied, the information can be changed as needed. The remaining sections do not 
default from the Invoice being copied and must be completed manually. 
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10. Pending Approvals 


The following document explains how to Approve Pending Invoices, Invoice changes, 


and forward Invoices to others for Approval. Users can Approve Vehicle and Non- 
Vehicle Invoices. 


Upon completion supervisors (SGT or above) will be able to Approve Pending Invoices, 
Invoice changes, and forward Invoices to others for Approval. 


10.1 Pending Approvals: START SCREEN 


Steps Screen View 
1. From the initial PETS 
screen, select the 


tab. 
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Steps 


2. 


From the Invoice 
menu select 


nding Approvals 


The “Invoices 
Awaiting Approval 
screen appears. 
The 

Approval Pending 
tab lists the Un- 
Approved Invoices 
that require your 
Approval. 


Select +Approve 
to Approve the 
desired Invoice. 


Approvals 


Select Pending 


Welcome DONATO DIPAGLO | Lez Out 


elude inspection 


Welcome DONATO DIPAOLO | Lg. Out 


en 


Select Approve 
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Review Invoice _]j,, 


generate the Invoice 
Preview. 

7. Once reviewed close 
the Preview window. 
Enter your User 
Name and Password 
and click 


| Sign 
usin), 


indicate your official 
Signoff as 
Supervisor. 
(mandatory) 

8. Once done click 


Submit 


9. Upon success, the 
confirmation 
message “Invoice 
Approved 
Successfully” is 
displayed. 

10. PETS will also display 
the message 
“Invoice XXXXXXX 
Approved 
successfully by XYZ 
(Supervisor) on the 
top of the screen. 

11. The Invoice Print 
screen appears so 
you can generate 
the required output. 


Vetvcle inspection 


Invoice Mumber 


Change apres Pending 


Steps Screen View 
5. Asignature window PROPERTY ane EVIDENCE WaeomeDOMATODIPADLD | Lest 
displays below the ay meneame 
selected Invoice. al 
6. Click 


1 have redened the 


Scuaent.The signa tebe dtaly affixed to the document ny ome 
‘mt 


aoe 
tndaretand tat aang sea etang the document tie Fashion eth aga aaa ot 
document, 


iy Randurittee gnats ce Be 


Subnt 


pecs We 


Une nares 


Saetners 


{tick Submit | 


DRODERTY ang EVIDENCE 


FRacKING S¥STE 


tuly by DONATO, O1PADLO 


‘Awaiting Approved 


Approve 
Select Change upeue 
Approval Pending fooree 


Welcome DONATO DIPAOLO 


00003602 


Dane 
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Steps 


12. The 
Change Approval Pending 
tab lists the Invoice 
changes that require 
Approval. 


13. Click on 
+ 1p Reject 
to either Approve or 
Reject the changes 
made to the Invoice. 


. Asignature window 
displays below the 
selected Invoice. 


15. Click 
Review Invoice |, 
generate the Invoice 
Preview. Once 
reviewed close the 
Preview window. 
16. Indicate 
@ Approve 4, 


@ Reject enter 


your User ID and 
Password and click 


| Sign 

to 
indicate your official 
Signoff as a 


Supervisor. 
17. Once done click 


Submit 


Vehicle inspection 
Putaway Portal 


est for aboraory 


invoice number 


Approve/Keyect 


ee 


Click Approve/Reject 


Forward to Tax 10 
1 Forward 


).NYPD P 


DONATO. BIPAOLO sor 
downs carte 


Invoice umber 


‘Approve/ Reject 


z n=. 
ve / Reject] 


Thsrerevicred the 


Forward 10 tax 10 
Focacd 
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Steps 


Screen View 


18. If you wish a forward 
the Invoice to the 
another Supervisor 
for approval click 

+ Forward 


19. Click 


Review Invoice], 


generate the Invoice 
Preview. 
120. Once reviewed close 


Enter the Tax No. of 
the Officer to whom 
you wish to forward 
the Invoice for 
Approval. 


Submit 
a1. chick WaSubmit) 


the Preview window. 


cle Inspection 


Vetvcle Inspection 


DRODERTY ang EVIDENCE Welcome DONATO DIPAGLO | Lez Out 


Inveices Awatng Approvat 


seyees Carers 


Invoice Number 


Weleome DONATO DIPAOLO | Log Out 


Approve/ Reject Forward To Tax 10 
: Poemant 
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Steps 
22. Congratulations. You 
have successfully 
forwarded the 
Invoice to another 
Supervisor for 
Approval. 


Welcome DONATO DIPADLO | Lez ut 


Forward To Tax 1 


Notes: 
e Only people with the rank of Sergeant or above can approve Invoices or Invoice 
changes. 
e When approving Invoice changes you can view the Change History report to review 
the fields that were changed, the old values, and the new values. 


Summary: Pending Approvals 
Supervisors can Approve pending Invoices, Invoice changes, and forward Invoices to 
others for Approval. 
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11. Print Invoice 


This following document explains how to print Invoices from within PETS. 
Upon completion the user will be able to print the following Invoice output types: 


e ADA Copy 

e A/O’s Copy 

e Assigned Investigator’s Copy 

e Invoicing Officer’s Copy 

e PCD File Copy 

e PCD Work Copy 

e Prisoner / Finder / Owner Copy 


11.1 Print Invoice: INITIAL SCREEN 


Steps Screen View 


From the initial PETS 
screen, select 


Invoice 


‘fe 


Select Invoice 
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Steps 


2. From the Invoice 
function screen, 
select 


west for Change OF 


3. Enter the Invoice No. 
you wish to print 
and press 


‘Submit 


Welcome JONNGRODIN | Leg Out 


Print invoice 


vein ho * jf 
: = 


Enter Invoice No. 
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ess NYPD Print Invoice 


Steps Screen View 


4. Select the output 
types desired and 
Print 


DRODERTY ané EVIDENCE Welcome JOHNGRODIN | Leg Out 


press 


Print invoice 


|Select Output Type 


5. A “Print Preview” mT “ Waleome 200m C8000" | ina 
window appears. . 


Select 5 


Print invoice 


Click Print 


eos Ill 
Property Clerk invoice 
i more 20000003 
‘Quatny system 
“OPEN 
(GEE RAL PROPERTY ARREST EVIDENCE 
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Steps Screen View 
6. A “Print Window” 5 e evipence cee 
appears. You can : es 


choose the desired 
printer and or adjust 


the number of 
copies to be printed. None SET ~) aed 
‘ ones ender 
>) Oncmcomplets press ae caer [oumetedtaes =] 
Fink evar Prevew:Coremate 
1 cs ey 
print. 
age scaing vita pwreaie area >] 
F mscncae adcarest 
[> Choose nner sce by FOF cone seo 
~ 
teers tee 
Click OK 
8. Click on to exit 3, TRACKING SYSTEM Welcome JOHN GRODIN Lea Out 


“print preview" and 
return to PETS. 


Click Close | 


NYPDPETS fre 


Property Clerk invoice 


‘Quatity System 


Giorreot “OPEN 
25TH PRECINCT GENERAL PROPERTY ARREST EVIDENCE 


“Y) This document was sent tothe printer» 
scavent rane: Invoee UUW act 

Pinter rane: lvsirars-dhclLPAraiO3 

She sare serge -M 92)2010 

“olalpaass 1 
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Steps 


Congratulations you 
have printed an 
Invoice. 


Welcome J0NNGRODIN | Lea Out 


Notes: 


e From the “Print Preview” window (step 5): you can save the Invoice output to your 


hard drive. 


Summary: Print Invoice 
You will now be able to print the following Invoice output types: 
e ADA Copy 
e A/O’s Copy 
e Assigned Investigator’s Copy 
Invoicing Officer’s Copy 
PCD File Copy 
PCD Work Copy 
Prisoner / Finder / Owner Copy 
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12. Void Invoice 


The following document explains how to Void an Unapproved Invoice in PETS. 


12.1 Void Invoice: START SCREEN 


Steps Screen View 


i; 


From the initial PETS es Welcome IHN GRODIN 
screen, select the 


Invoice 


tab. 
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Steps 


you wish to Void and 
click 


Search In) 


Ipc 


mmave PCD Hoke 


2. From the Invoice eS Eas 
menu select 
Void Invoice 

3. Enter the Invoice No. ;) NYPD FRACKING. SYSTEM Welcome onMGKODIN | Leaout 


[ Click Search 
Invoice 
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Steps 


4. Invoice Summary 
information is 
displayed. 

5. Enter Remarks/ 
Reason for Void. 
(mandatory) 

6. if desired you can view 
the Lab Request by 
clicking on 


View Lab 


View the Invoice by 
clicking on 
In 


View change history by 
clicking on 


Add additional remarks 
or document by 
clicking on 


Remarks 


7. Once complete click 


Void Above Invoice 
\cectanniarnenscannad| 


New nice 
Request for Laboratory 


Welcome soHMGRODIN — | Len.Gur 


Description Facility 


GENERAL PROFEST 


JESSORY 


amarha/Raaran te Yd 


k Void Above 
Invoice 


8. Aconfirmation PROPERTY ond EVIDENCE Welcome ronmcKODIN — | Lea.0ut 
screen appears. — = 
19. Click 
Yes, Void Invoice 
; = Twice Ne." (GEREEREET |Search meron 
to Void the Invoice sreeee 
or click Inveee Ne agen es ctoage Ne, 
No Ferman scbimatenws — insiangconmine 
togo Sine 
back. an 10 Command 
‘ee years you want tov the ince ember 7000008987 
Facility 
a) 
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m Void Invoice 


Steps Screen View 


10. Congratulations you 
have successfully 
Voided the Invoice. 


Lo cenmans 
Prop cane on 


Facity 
¥Mendbap | [Color 


iapesiven tne 


Void Above Invoice 


Notes: 
e You can only void an Invoice that has not been fully Approved. 
e The Invoice Summary displayed may change according to the Invoice selected. 


Summary: Void Invoice 
You have successfully Voided the Invoice in PETS. Now you should be able to Void an 
Invoice by providing the Invoice No. and adding the Remarks/Reasons for the Void. 
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13. Request for Change of Category 


The following document explains how to create a Request for Change of Category in 
PETS. Upon completion the user will be able to change the Property Category for an 
Invoice and maintain any required information based upon the new Property Category. 


Requests created by non-PCD personnel may be subject to approval by PCD supervisory 
staff. 


13.1 Request for Change Category: INITIAL SCREEN 
Steps 


Screen View 
1. From the initial PETS PROPERTY on 
screen, select the 


Invoice 


tab. 
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B. From the Invoice == 


menu select 
Request for Change Of 
Category 

Select Request for Change are as 

Of Category 

On the Start screen, > NYPD ERT NSE Welcome xonmexoDIN | Lagut 
enter the Invoice no. ¥ = 
(mandatory) for Lal 
which a Change in Prismrer(s) )Atice(a) )Packeong )Renarks ) Sign Off 
the Category is 


camegeny, 


Click Change 
Category 


Required and click 


{Change Category 
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od 
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festa 


NYPD 


ce Request for C 
M of Category 


h 


The current Property 
Type and Category 
appears. 


Comals) 


mcice se, 2000000880 Twice Date 


-@ 


x(s) )Atcl(s) ) Peckeona 


property category > @ 


ernest = 


aN 


Leb Request 


Default Property 
Category 


Welcome 30H GRODIN enor 


) sion of) MNT 


= 


Select the desired 
Property Category 
from the drop down 
menu (mandatory). 
Once complete click 


Next 


Prsonei(s 


Atele(s) ) Packeoina 


Changed Property 
Category 


Lab Request 


Remarks Sian Of) 


Click Next 


PETS Student Guide 


Page 143 of 220 


> Cappemini 


I collaboration with 


eu 


>) NYPD Pf orcatenon 


f. Click 


Save & Continue 


Welcome 30H GRODIN enor 


New ince Doo =o 


Tnecice ee 2000000880 voice Date 09/01/2080 


Packoung )Leb Request) Remarks) Sian Off 


one shee (Lemeniesuth coor) 
oak coainn 


Click Save & 
Continue 


A Confirmation 
dialog box appears 
confirming whether 
you want to update 
the Invoice with 
these changes. 
p. Click 
continue. 
0. Congratulations you 
have changed the 
Property Category of 
the Invoice. 


NYPD 


to 


Irvecing Offer Lax Name, Feat Neve fash 
“ 2 Root tore ter o 
03 wow " eaiee (Serra Sati ce) 


vole 
Vehiete inspector: 
~ Contirmation dialog 


Are you sare yeu vant update te eyoie ith Ue changes 


a 
Select Yes 
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e From the Start screen (step 4): You cannot change Property Type and Invoicing 
Command. These can only be selected when creating a new Invoice. 


Summary: Request for Change of Category 
You have successfully changed the Property Category for an Invoice in PETS. You should 
be able to change the Property Category for an Invoice by giving the Invoice No. and a 


new Property Category. Requests created by non-PCD personnel may be subject to 
approval by PCD supervisory staff. 
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14. Request for Laboratory Examination 


This following document explains how to create a Request for Laboratory Examination 
in PETS. Upon completion the user will be able to create a Request for Laboratory 
Examination for an Invoice. 


14.1 Create Request for Laboratory Examination: START SCREEN 


Steps 
1. From the initial PETS 
screen, select the 


Invoice 


tab. 


Screen View 
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Examination 


2. From the Invoice 
menu select 


Request for Laboratory 
Examination 


Enter the Invoice 
No.(mandatory) and 
cli 


Create Lab Request 


Vehice inspecton 


Welcome JONNGRODIN | Lig Out 


ange Aeprova 


Vehicle inspection 


Click Create Lab 
Request 
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Request for 


Laboratory 
Examination 


All the created Lab 
Requests for the 


Select the Type of 
Evidence to be tested 
by clicking 1. If the 
Type of Evidence is 
“Other” enter 
Remarks. 

Select the Priority 
from the drop down 
menu. 
Priority 


Low Priority LW, 
The Investigating 
Officer's information 
should default from 
the Invoice. If not 
enter the 
Investigating Officer's 
Tax No. and click 


val 


to auto 
populate the Officer's 
information. If the 
Officer is Non-NYPD 
you must manually 


; NYPD 


=, 2000000839 
Request for Lab No. Description 
avast 


Delete ab sequest_) | View/edit Detale Pent 


Request for Lab Status 
Sign-OF Done 
Sigr-OFF Done 

ign-0Ff Fencing 


; NYPD 


ew Invice 
Acorovat 


mango Approval 


‘evestigating OF 


o7/ajae| 
ovpayie| 


Bower ares 1 Peery (Geena 


enter their 
information. 
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8. if Investigating Officer 
and Responding 
Investigator are the 
same select 


NYPD PROPERTY and EVIDENCE Welcome 30NNGRODIN. — | Leg Out 


72030 
por 07/21/2030 


Same as Investigating Officer 
to copy the 
information. 
Otherwise enter the 


Bower 1 Prony (Caw eni —) 


Responding 
Investigator Tax No. 
: \qbetete umestosine offer} 
and click to 
auto populate the 
Officer’s information. | Puma @usro wee — 
If the Officer is Non- ‘ pei oaas et enndane 
NYPD you must elt Renard invests 
manually enter their = 


information. 

9. The Arresting Officer 
and Detective Sup. E- 
Mail Information is 
defaulted from the 
reference Invoice. 

10. Once complete click 


Click Save & 
Continue 


. The Complainant 2—) NYPD iyane euipence Peo 2018 ORD 
Information is 


defaulted from the Seach 

i lew cic Ne Dave oftiveie 7/14/30 

reference Invoice. _— penctsecae Suet Reer 9/20 
12. The “Address of ene 


Occurrence” 
information is 
defaulted from the 
reference Invoice; it 
can be changed if 
desired. 

13. The Officer Collecting 
Evidence Tax No.is | 
defaulted from the Putawar 
reference Invoice. If a 
change is desired 
enter their Tax No. 


= Taphana Ne euney 


pase cere cn Stae/Proince Zines Code 
bess Ramow Avewe SrAren s.090 w tho 


ceretons 


Click Save & 
Continue 


Valid. 


click to 
auto populate the 

Officer’s information. 

14. Once complete click 

Save & Cont 
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15. 


120. 


Indicate whether or 
not there was any 
Physical Contact 
between the Victim 
and Suspect or Victim 
and Arrestee by 
selecting either “Yes”, 
“No”, or “Unknown” 
from the drop down 
menu. 


. Identify all Victims / 


Suspects / Arrestee / 
Persons that were 
bleeding; by selecting 
the appropriate 
person from the drop 
down menu and 
complete the 
requested 
information (Last 
Name, First Name, 
and DOB, Prnct.). 
Enter the NYSID No. if 
applicable. 


. Provide appropriate 


information by 


w 


clicking 


. The information 


selected is 

automatically 
updates in the 
section below. 


. If applicable explain 


why DNA 
elimination/victim 
samples were not 
collected. 


Once complete click 


DROBERTY ana EVIDENCE Welcome 30HMGRODIN | Lea Out 
New incice [ reper, Cer: nics ne. 2000000633 Ftmcice 07/44/2010 
ia eceestfrtst ne, 099000000247 se of This Report 07/28/2080, 


Victims /Seapects / Arent / Persons Geading 


Select LastName First Name DOB Pet —NYSIDNo. Additional info. 


visi = Eten Tom 


Che oftnccice — a7/a4/2010 


New Invice 
a ‘ae of his Rape 07/24/2010 
Aeorovat ae Thre hy = 
Request or Laboratory | was There ay + 
Vitine / Suspects /Aurastas/ PeseesBlaaiog 
Select Last Nome Ficst Name DOB Pet NYSIDNo. Additional info. 
Vici = Eten om 7/24/1870 I 04s ~ AdG/EGE AdHN2SD' CFS. | patotg 
lis * 
ange Aeprova te alaaeing? * C] 
Pant ineice as atime acount the ni A 
1 provid the DNA aennatinn snmp? c] 


Click Save & 
Continue 
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121 


22. 


123. 


24. 


125. 


. Ifyou wish to edit an 
existing line item 
select “tothe 
left of the line and 
click 


‘Add/Edit Analysis Information 


. Select the desired 
Analysis Exam Nos. 


> 
and click Fs) . The 


Selected Analysis 
Exam Nos. will then 
move to the “Selected 
Analysis Exam Nos.” 
section. If desired you 
can add more than 
one Analysis Exam 
Nos. by repeating the 
process. 

If available enter 
Specific Reason for 
Requesting the 
Examination, Analysis 
‘or Comparison to be 
performed. 

Indicate the Probative 
Value as “Probative” 
or “Highly Probative”. 
If available enter the 
Exact Location Where 
Evidence Was 
Collected/ Recovered. 


2000000633 
‘099000000287 


Tem No. Analysis Exam No. Description Of Evidence: 


Click Add/ Edit Additional 
Information 


Welcome 30NNGRODIN. — | Lig Out 


ar/se/2010 
i Recor 07/24/2010 


Vehicle inspection 


stem Ho, 


a7/s/ao10 
oor 07/24/2010 


Desert net 
Enter Dentotion 


[AsvatteererONA — ]Fumed Fer Pinte 


lAcolied Peder Fer Print] t=? 
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127. 


128. 


. IF applicable select 


Suspected Type of 
Biological Evidence by 


clicking 
Indicate whether or 
not the Item was 
processed in the field 
by selecting “Yes” or 
“No”. If Yes, indicate 
how the item was 
processed by clicking 


y 


If desired Compare 
the Property Clerk 
Invoice ITEM Number 
with the Item to be 
processed. You can 
Add and or Delete 
items. 


. Once complete click 


Save & Continue 


. If you wish to edit 


any other line item 
select “tothe 
left of the line and 


click 


Ade/dit Analysis Information 


and repeat steps 22- 
29. 


. Once complete click 


Save & Continue 


we. 2000000633 
‘099000000247 


Updale 


nt | Photocopier 
= ~ | 


Bbiegeal Beane. | Teen Pr 


whe 


ves, [ziSvabbes Fer ONA 


Welcome 30NNGRODIN. | Lag Out 


Highly Prebative 


[Avaied Pender er Pata ]Ober 


Click Save & 
Continue 


es vo, 2000000633 
‘ov9000000247 


aquest fer ab Ne 


Item No. Analysis Exam No. 


mango Approval 


nt-sbon of 9 beverace /euid 
uirce of the biclogcal material on anevidence i 


ate oft 
ate 7h 


7/38/2010 
ort 07/21/2010 


Description Of Evidence 


tener Cezenptian 


tener Description 


enter Description 


Click Save & 
Continue 
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132. 


133. 


. In the Supervisor 


35. 


136. 


In the Officer 
section, click 

{_ Review Request for Lab 
to generate the 
Invoice Preview. 
(mandatory) 

Once reviewed close 
the Preview window. 
Enter your Login ID 
and Password and 


click (sion J 


to indicate your 
official Signature as 
an Officer. 
(mandatory) 


section, to execute 
the official Signoff 
the Supervisor needs 
to click 

|_ Review Request for Lab_| 
to generate the 
Invoice Preview. 
(mandatory) 

Once reviewed close 
the Preview window. 
The Supervisor 
should enter their 
Login ID and 
Password and click 


Sign ‘ 
indicate their official 
Signature as the 
Supervisor. 


(mandatory) 
Once complete click 


Sign Off 


PRODERTY and EVIDENCE Welcome 3ONMGRODIN — | Leg Out 


‘2000000633. 
feat ne. 99000000247 
‘Satines ae eguved before Ue vole canbe feline, 


Sige wn Sigatare Fae “sche lane 


Serene 


1. | Rewem Request for Lab 
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2 Affrmaben: 
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Welcome 3ONNGRODIN | Leg Out 


37. Congratulations you 
have successfully 
created a Request 
for Laboratory exam. 
38. The Invoice Print 
Screen now appears 
so you can generate 
the required output. 


[ Reques: for Lat Creation Completed 


2000000633 
eomn000047 


Pant 


e You can select more than one Analysis at the same time. 

e If desired a comparison of Property Clerk Invoice ITEM Number with the Item to 
be processed can be done. 

e Review of Invoice at the Officer and Supervisor Officer level is mandatory. 

e The Requesting Officer should Review and sign the Invoice first before proceeding 
to Supervisor’s sign off. 


e If the information window for Victims / Suspects / Arrestee / or Persons those 
Add/Edit Additional Info. 
were Bleeding is closed, you can reopen it by clicking 


Summary: Request for Laboratory Examination 
You have successfully created a Request for Laboratory Examination for an Invoice in 
PETS. Now you should be able to create Requests for Laboratory Examination for an 
Invoice by giving the Invoice No, Address of Occurrence, information of Victims, 
Suspects, Arrestee, Persons Bleeding, Item Analysis, and other information. 
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15. Request for Retention 


The following document explains how to create and remove a Request for Retention in 
PETS. Once an Invoice is Retained all related property will be blocked from disposition 


for one year. Requests created by non-PCD personnel may be subject to approval by 
PCD supervisory staff. 


Upon completion the user will be able to create and remove a Request for Retention in 
PETS. 


15.1 Request for Retention: INITIAL SCREEN 


Steps Screen View 
1. From the initial PETS | J 
screen, select the 


: 


youn cRooIH 
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ane 


‘© NYPD SM Retention 


Steps Screen View 
2. From the Invoice PROPERTY ane EVIDENCE ‘wacomezoimenoomm | Leadut 
menu select Trenater Release / D 


Request for Retention 


Select Request 
for Retention 


Invoice Suaraary Vahl 


3. Enter the Invoice No.| [aE TY an ence Welcome J0NNGRODIN | Lag Out 
for Retention and 
click 


Search In) 


10a ABprovals 
tor Laboratory 
mation Click Search 

atfoe Change OF Invoice 
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Steps 


Screen View 


‘Summary Information 
about the Invoice is, 
displayed. 


Enter the Remarks/ 
Reasons for 
Retention. 
(mandatory) 
If desired you can 
view the Chain of 
Custody by clicking on 
Chain of C 
w the Invoice by 
clicking on 

v 


ew In 


View the Associated 
documents by clicking 
on 


Add additional 
Remarks or 
Documents by clicking 
ona 


View Change History 
by clicking on clicking 
on 


Imcizing 8: ark 
osent cLowv 


tem mo. 


(OCA Stee 


Search insion 
‘vogo001081 ‘omen 
atagery Preven Tyee Fosfor Reason 


{Enter Remarks 
Yv 


DOCUNENT [Check |tes 


07/20/2019 
PCD Intake Date 


0 commana 
Secu tanesecr 


Dinpsaion tale 


20.07.2010 13:15:36 tert 


H AlerriNO 


Saar 


aciiny 


{Click Retain 
Above Invoice 


Click 
Retain Above Invoice 
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7. Aconfirmation screen 
appears. Click 


Retain Above Invoice 


to retain the Invoice or 


No 
click to 


go back to the Request 
for Retention screen. 


8. Congratulations you 
have successfully 
Retained the Invoice. 


Welcome 2OMGRODIN. | Lez0ut 


ch nace 


on o7/20/ 019 


PCD Intake Dee 


Tex 10 Commans 
So 


‘Ave you sure you wont to votes the Jeveie Murber 10060010017 


QTY beseription racainy, 


GENERAL PROPERTY IFT sepsoa;003 


(C8 Stace eu stat 


[ Click Retain 


Above Invoice pn 


ice TZ Search inv 

im vaicestana tnusice pate storage Ne 
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category sary Tyee PCD take Date Inveiing Commune 

ARAEST EVIDENCE GENERAL PROPER ssi eet 

Imcicing Ozer Fark VO Conmand 
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Facility 
CIAL DOCUNENT Check ites INYSFIN Alor: 


‘ematho/Renvon fot Retention 
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Notes: 


e Acceptance of a Request for Retention will only Retain the Property for one year. If 


additional Retention of the property is necessary, a new Request for Retention must 
be created for each one year period. 


e Requests created by non-PCD personnel may be subject to approval by PCD 


supervisory staff. 
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If you want to 
Remove Retention of 
the Invoice, select 


Remove Retention 


from the Invoice 
menu. 


provals 
Category 


Homave Rotoaten 
Vee inspection 


10. Enter the Invoice No. 
and click 


Search Invoice 


>) NYPD 


ctor Laboratory 


wuest oe Change OF 


Request for Retention 


Welcome OMNERODIN | Lon Out 
Search Invice 
‘000001 ren an/ae)an10 E 
Se emocue SER Rbeemry Twitteett -AEDInaDaetntong Comment 
ce mak Tache 0 Conmane 
Select Remove > <a) URC, 
Retention QTY Description Faciinty 
T 1 GENERAL PROPERTY Ira NENT [Check test INYSFIN Alert 


(cA Sees 


Ca ne : 


(083538 20.07.2080 13115.28 test 


emasha/Resvon fot Retention 


Click Search 
Invoice 
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11. Summary Information 
about the Invoice is 
displayed. 

If desired you can view 
the Chain of Custody 
by clicking on 


12; 


View the Invoice by 
clicking on 

View Invoice 
View the Associated 
documents by clicking 
on 


Add additional 
Remarks or Documents 
by clicking on a 


View change 
history by clicking on 


14. Congratulations you 
have successfully 
removed Retention 
from the Invoice. 


‘on0001081 


quest foe Change 0 
Sategery ‘caine 


est for Reteritor ‘ARREST EVIDENCE 


Ineicing Of cor 
Rosenr cLEwoN 


emma, gry 


feice inspection 


‘Welcome 201M GRODIN 


an/20/a10 


Lo Conmane 
Secu ane seer 


SCUMENT [Check test INYSPIN Alarm: 110 


155530 30.07.2010 1315.96 teat 


| Click Remove 
Retention 


sonoonics1 


Caragay 
‘anader evioENc 


Imtsing Oca 


GTY Description 


Vehicle inspection 


1 GENERAL PROPERTY [FINANCIAL 


Invoice Date 
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Summary: Request for Retention 
You have successfully created and removed a Request for Retention in PETS. You should 
be able to Retain an Invoice by giving the Invoice No. and adding the Remarks/Reason 
for Retention. Requests for Retention created by non-PCD personnel may be subject to 
approval by PCD supervisory staff. 
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16. Vehicle Inspection 


The initial Vehicle Inspection is triggered during creation of a Vehicle Invoice and is 
documented in the Create Invoice (Vehicle) procedure. The following document 
explains how to create subsequent Vehicle Inspections in relation to an Invoice. 
Subsequent Vehicle Inspections can be triggered at any time and as often as needed. 


16.1 Create Vehicle Inspection: START SCREEN 


Steps Screen View 
1. From the initial PETS PROPERTY. ane evipence alee 2040 CRDOTH 
screen, select the ee Sars 
Invoice tab. 
Be Capperini 
PETS Student Guide Page 165 of 220 In collaboration with 


Sou 


ee NYPD c E eae ca 


2. From the Invoice es ‘Welcome JOHN CRODIN 
menu select 
Vehicle Inspection 


J Select Vehicle 
Inspection 


3. Enter the Invoice No. 
(mandatory) and 


lick Submit 
lic 


PROPERTY ana EVIDENCE Welcome JOHNERODIN — | Laz Out 


= 
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4. To start the 
inspection of the 
Vehicle click 


Start New Inspection 


5. The Inspection 
screen now appears. 
Select the 
Description of the 
Inspection from 
dropdown menu. 

6. The name of the 
Officer who 
performed the 
Inspection defaults. 
If desired you can 
change the Officer’s 
Name. 

7. Enter the 
appropriate Material 
Description listed, by 
selecting the 
appropriate Unit 
(mandatory) and 
enter Remarks (If 
applicable). 


jet for Change 01 
tor Retertor 


NYPD 


PROPERTY and EVIDENCE Welcome JONNCRODIN. | LzOut 
Sesvice Res 2000000724 
espection Lot Mander Inspection Status 


‘sc0020 


Vien/edit Detats 


Inspection 


2000000728 
890000001127 


Enter Comments hare 


Miing/Dnmegad Pats 
Select Missing/Damaged Type 


Bo Headigh nie Remarks here 


remarks | 
‘Aiatinn) Delete 


De you nant to compare with another pectin? [] 
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If Additional 
Equipment/ 
Accessories exist, 
enter the details. 

If Parts of the 
Vehicle are Missing 
/Damaged, select 
the Part from the 
drop down menu, 
enter a description 
in Remarks, and 
Upload any 
associated images (If 
applicable). 


. Select I if you want 


to compare with 
another Inspection. 


. Select the Inspection 


No. with which you 
wish to compare 
from dropdown 
menu and click 

Go 


. The reference 


Inspection 
information is 
displayed. 


. Once complete click 


for Change OF 


Categery 


foe Reterton 


nother enection iy) 


‘Ener Comments 


InvsieeDate 9/2/2010 


Enie- Comments here 


Z Maadight 
‘AdAien) Deter 


De you ment to compare with ther pe ton? 


290000001126 


AUDIO EQUINE: 
SPECIAL WHEELS 


INTERNAL CONDITION 
-oNDTTION 


EXTERNAL 


OTHER 


‘Additional Equipment 


Missing/Domaged Type 


Click Save & 
Continue 


ave & continue 
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14. A Confirmation 


16. 


screen appears. Click 
[easel] you want 


to go back and edit 
the Inspection 
information or click 


to complete 


the Inspection. 


. If you click “Ok” the 
screen will be greyed 
out. This won't 
allow you to edit any 
further Inspection 
information. 

Once complete click 


Pending Approvals 


quest for Laberatory 


for Laboratery 
sosttx Chany 


Categen 


Venice lspaction 


= p90000001126 


ADDITIONAL AUDIO EQUI 
SPECIAL WHEELS 


venice 


INTERNAL CONOITION 
xTERNAL CONDITION 
omnes 

‘Additional Equipment 
Missing/Domaged Type 


Wekome30HWGRODIN | La Qu 


Confirmation 


2000000728 
890000001127 


Acciona! Ecuirnent/Accessries 
‘Additional Equipment 


‘Adaien) Delete 
Moning Daraaged Parts 

Select Missing/Damaged Type 
(Ada nen) Detere 


Star Date 


wae) 


Remarks 


Welcome J0"NGRODIN | 


inieaoare 9/2/2010 
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17. The Inspection Lot 
Number and 
Inspection Status are 
displayed. 

18. If you wish to edit an 
existing line item 


select 
the left of the line 
and click 


View/Edit Details — 


ic 


to 


Notes: 


The initial Vehicle Inspection is triggered during creation of a Vehicle Invoice; you can 
add as many subsequent Vehicle Inspections as required. 

You can only edit existing inspections that are in Pending status. 

The inspection points required to complete a Vehicle Inspections are subject to 
change. The Inspection points listed in this document and the order in which they 
appear may be different that what you observe in PETS. 

On the Vehicle Inspection Screen (step 8): You can Add New equipment and or 


accessories by clicking on (adele) and if desired delete equipment and or 
accessories by selecting the line item and clicking on (belts 
On the Vehicle Inspection Screen (step 9): You can Add Missing and or Damaged 


parts by clicking on (Asdnew_) and if desired delete Missing and or Damaged by 


selecting the line item and clicking on Deicke 
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Summary: Create Vehicle Inspection 
You have successfully created a Vehicle Inspection for an Invoice in PETS. Now you 
should be able to create Vehicle Inspection for an Invoice by giving the Invoice No, 


Inspector Name, Material information and their Units, Equipment and Damaged parts 
information. 


> Cappemini 


PETS Student Guide Page 171 of 220 In collaboration with 


Capgemir ) 
PETS Student Guide Page 172 of 220 In collaboration with 


Invoice Putaway 


17. Invoice Putaway 


The following document explains how to “Putaway” packaged Articles immediately after 
Invoice Approval. This transaction is typically performed by Precinct Property Room 
Officers or Desk Sergeant’s to confirm that the Property and Evidence is now officially in 
custody of the Invoicing Command. 


Upon completion the user will be able to accept and Putaway packaged Articles as 
needed. 


17.1 Invoice Putaway: START SCREEN 


Steps Screen View 
1. From the initial PETS 
screen, select the 
Invoice Fa 
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> From the Invoice PROPERTY and EVIDENCE Welcome JOHN GRODIN — | Leg Out 


menu select 


for Change OF 
for Ri 


Je inspection 


Select Putaway 


3. Enter the PETS 
barcode of the 
package you wish to 
Putaway. 


Ns, eal 


DROBERTY ang EVIDENCE 


Cear Net) Enter PETS Barcode 


Velie inspection 


Putaeray 
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PETS proposes a 
storage location to 
Putaway the 
package. 

If you wish to 
Putaway the 
package in the 
storage location 
proposed; then 
enter or scan the 
proposed storage 
location and click 


Save 


Else select 


Diffloc J 
to enter 


different storage 
location. 

Enter or scan the 
desired storage 
location and click 


Save 


Congratulations, The 
package has been 
successfully putaway 
in the desired 
storage location. 


Vee inspection 


Putavray 


ure Evidence 


seoy emetane “seat 


Welcome GREGORY LOCKE | Lea Out 


Welcome GREGORY LOCKE 
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Notes: 
e From the Putaway Screen (step 8): For Detailed destination Information click Pete} 
e To delete any field values click See) 


Summary: Invoice Putaway 
Now the User should be able to accept and Putaway packaged Articles as needed. 
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18. Initiate Transfer 


The following document explains how to create a Property Transfer Receipt (PTR) using 
the PETS Nos., Invoice No., or Property Type and Category. Before starting the “Initiate 
Transfer” process the “Putaway” process must have been completed. 


The user can create PTR’s from the following Origin Types: 
e Precincts 
e Property Clerk Office 
e¢ Warehouse 
e Auto Pound 
e Lab 
Court 
e Others 


Upon completion the user will be able to Create PTR’s from various Origin Types. 
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10. From the initial PETS 
screen, select the 


11. From the Transfer 
menu select 


Initiate Transfer 


(00 Hola 
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Ue 


On the Create PTR 
screen, the Origin 
Window appears. 


. Select the 


appropriate Origin 
Type, Processing 
Command, and 
Storage Area from 
the drop down 
menus. (mandatory) 


. Once done, the 


Destination Window 
appears. 


. Select the 


appropriate 
Destination Type 
and Processing 
Command from the 
drop down menus. 
(mandatory) 


Select Storage Area 


(Caste PTR 


Select Type 


‘elect Command 
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16. 


18. 


19. 


120. 


Once done, a search 
window appears 
below. 


. Scan or Enter the 


PETS No. That you 
wish to transfer. 


cic (aaa 


The PETS No. 
entered now 
appears below in the 
section “Select 
Invoices for 
Transfer”. It will be 
selected by default. 
If you wish to enter 
multiple PETS Nos. 
repeat steps 9-10. 


. Any additional PETS 


Nos. will also appear 
below in the section 
“Select Invoices for 
Transfer”. 


nvhats Tranater 
{Platoon Tranate: 
ExlemalTransters 


Item 
vig | PETS No. 


Securty Enyaloze - smal 
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122. If desired you can 
also choose the PETS 
Nos. by Invoice No. 

23. Enter the desired 
Invoice No. and click 


(aalittaa) 


124. The PETS nos. 
belonging to the 
Invoice now appear 
in the section below 
“Select Invoices for 
Transfer”. 


Click Add } 


Tem 
big PETS No.t 2200000731 | Securay Envelope - Smal 
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25. If desired you can 
also choose the PETS 
Nos. by Property 
Type and Category. 
126. Select the desired 
Property Type and 
Property Category 
from the drop down 
menus. 


127. Click (add J 


Select Property Category | 


| ansesr evioence 1“ 


uray Erveloce 


Sacurky Envaloze - Small 


(EIST) #42 =) 


TY and EVIDENCE Watcome OHNEROOIN | 


128. All the PETS Nos. 
belonging to the 
PETS No., Invoice 
No., and chosen SE 
Property Type and i atv 
Category now 
appear in the section 
“Select Invoices for 
Transfer”. 

129. Select only the PETS 
Nos. for which you 
wish to include in 
the PTR. 

130. Select the 
Destination. 
(mandatory) 

131. Click 


Create PTR 
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32. PETS creates and 
displays the PTR No. 
for the selected PETS 
Nos. 

133. Select the PTR No. 
and click 


Continue 


PTR No 200000788 


Click Continue 


134. A Confirmation 
dialog box appears 
confirming whether 
you want to pack 
items into another 
bag. 

135. Clic if want 
to pack items. 


No 


Otherwise click 


Th creste Date 30/21/2006 
Creetec bys 0813 


Aer 
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36. On the Packaging 
screen if you want to 
pack an already 
barcoded package 
into another 
package (bag in bag) 
then indicate “Yes”; 
If not, then indicate 
“No". 

137. Click 


Save & Continue 


138. If you have indicated 
“Yes” then the bag 
in bag packaging 
screen appears and 
all the packages 
available for packing 
appear on the left 
side of the screen. 

139. Select the desired 
items to be repacked 
on the left side of 
the screen. 

40. Scan or Enter the 
Package barcode on 
the right side of the 
screen and cli 


| Pack 


PROPERTY and EVIDENCE Welcome 10HNGRODIN | Lea Gut 
FREEKING SYSTEM 


‘tap Select th tem tobe packaged adjent Ue quantity tebe ‘Step 2:Scan/Type the bread of the Pecheying Material! Lebel and then 
Dockoged i necessary. ies Pack” bate 


—, cr 


Tem Org Qty Descriotion ay 


1290000731 - Security Envelope - Small 4 
2 Horebag | 


cK 
5] 1290000732 - Security Env 
2 Keys | CHRONE/S) 


pe - Small 
INLESS STEEL | 


=F] 1290000733 - Security Envelope - Small 
2 Weller | BLAC< | 


= "| 1290000734 - Security Envelope - Small 
1 Wordbas | BLACK | GUCCT| 


[ Select Yes | | unpack 
v 


pack alway barcode omaye tt another package (hag Ia bt)? 


Click Save & 
Continue 


‘step 5: Sean Type the Cutermast Package Matera / label 


ackepe Boreode (Inca: 


1280000731 - Security Envelope - Small = 
2 vandbag | suck | 


Fact 


Click Pack 


= 1280000752 - Security Envelope - Small 
~C 1280000733. 
2 waliet| 


-curity Envelope - Small 


=[ 1290000734 - Security Envelope - Small 
2 vandbag | SLACK | 


~E 1290000735 - Security Envelope - Small 


othe: pachage (hag In hag)? = 
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41. The selected 
package items move 
to the right side of 
the screen. 


inate Tranater 
ara PTR 


Transfer of Cutency ¥ 


‘tap 4: Select the item to be repechaged. 


1 wallet | SLACK 


[1280000734 - Security Envelope - Small 


1 wandbag | SLACK | GUCHI | 


[1280000735 - Security Envelope - Small 


5 Kaye | CHROME/STAINESS STEEL 


=[ 1290000736 - Security Envelope - Small 
1 wallet | SLACK 


=[ 1290000737-- Security Envelope - Small 


1250000733 - Security Envelope Small = 


‘Step 5: Sea Type the Outermost Package tesa / label 


rack 


code T— 


= 1390900723 - Sesurity Envelope - Small 


+4 Hondbeg | BLACK | BLACK 


1290000732 - Secunty Envelope - Small 


1890000475 - RERS Rag - Extra Large 


CCHROME/STAINLESS STEEL | CHROME/S" 


42. Follow steps 31-32 
to repack the 
remaining items. 


inate Transter 


{tPlatoon Transfer 


Te Bin Transte 


PROPERTY and EVIDENCE 
PReRING SVSTEM 


‘step 3: Sean Type the Cutermost Package Material /lebe 


(tee 


= 1890000473 - RES Bag-Extratarge = 


= | aze00007 


+A Hendseg | BLACK | BLACK. 


= | s2900007 


i} 


curty Envelope - Small 


= Secumty Envelope - Small 


+ 2 Keys | CHROME/STAINLESS STEEL | CHROME 


= 1890000474 WEBS Bag - Extra Large 
+ 1280200733 - Secunty Envelope - Small 
+1 Wallet | BLACK | BLACK 
+ 1280000734 Security Envelooe - Small x 
Unpack 


Click Save & 
Continue 
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43. If you want to 
repack the above 
bag in bag packages 
into a single Extra 
Large bag then 
select the desired 
items to be packed 
on the left side of 
the screen. 

44. Scan or Enter the 
Package barcode 
and click 


Pack 


45. The packaged items 
are packed in the 
Extra Large Package 
and move to the 
right side of the 
screen. 

146. Click 


Save & Continue 


Packaging 


1890000873 - BERS Bag-Fxtratarge = 
‘Security Envelope - Small 


2 Handbag | BLACK | 


y Envelope ~ Smal 


othe: pachage (bag I bag)? 


‘Step 5: See Type the Outermost Package Matesal/ label 


‘step 5: Sean Type the Outermost Package Material / label 


— (ona) 


tae TI 
7 ise0000a85 - BERS Bag Exira Large = 
= 3890000473 - SEBS Gag - Extra Large 


= 3290000731 - Secunty Envelope - Small 


2 Handbag | BLACK | BLACK 


unty Envelepe - Smal 
Keys | CHRONE/STAMLESS STEEL | CHRO 


= Seay Envelope - Small 


opack 


Click Save & 
Continue 


PETS Student Guide 


Page 186 of 220 


> Cappemini 


In collaboration with 


eouice 
eS 


» NYPD 


ENCE 
M 


Initiate Transfer 


47. On the Sign Off 
screen click 


Preview PTR 


to Preview the PTR. 
(mandatory) 


48. Once reviewed close 
the Preview window 
and enter your Login 
ID and Password. 


cick (amaSion) 


to indicate your 
official Sign Off as 
the Command 
Messenger. 
(mandatory) 


erm he. 200000788 


‘Sanatwres are segue bore the Wanafer can be fwalied 


Aitrnatons 


Leen 


eter Tae 


49. On the Supervisor 
Sign Off screen click 


Preview - 


Preview the PTR. 
(mandatory) 


50. Once reviewed close Paes pages — 
the Preview window | [ial 
and enter your Login 3 
ID and Password. —_— 
cc, imal =_— 
to indicate your iacameas Seca 
official Sign Off as 
the Supervisor. » (oem) 
(mandatory) 2 FT 
51. Once complete click {are evel the sheve decom The sqm tb tay fied the doce  y n 
ct cad beng Mn cme te oot gd mci of 
Finish ‘Saccdny bonbtten goats ote sabe donee 
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52. 8.5 Initia you 
have created a PTR. 

53. Click Print to 
generate the 
required output. 


Notes: 


[PROPERTY and EVIDENCE 
BERING 


PTR Creation Completed 


ore Me. 200000788 


Lumet) 


From the Create PTR Screen (step 6): Field names may change according to the 


Origin selected in Step 5. 


Summary: Initiate Transfer 
You should now be able to initiate PTR’s using the PETS Nos., Invoice No., or Property 
Type and Category. 


The user can create PTR’s from the following Origin Types: 


Precincts 

Property Clerk Office 
Warehouse 

Auto Pound 

Lab 

Court 

Others 
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19. Intake Property 


The following document explains how to Intake Property using the PETS No. or PTR No. 
The “Initiate Transfer” process must be complete before starting the “Intake Property” 
process. 


Users can perform the following Intake types: 
e Intake at Auto Pound 
e Intake at Bomb Squad, etc. 
e Intake at Lab 
e Intake at Patrol Borough 
e Intake at Precinct 
e Intake at Property Clerk Office 
e Intake at Warehouse 
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19.1 Intake Property: Initial Screen 


Steps Screen View 


54. From the initial PETS 
screen, select the 


Transfer Fa ow ica 
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NC 


Ms Intake Property 


55. From the Transfer 


menu select the 


Intake ¥ 


drop down. 


Select Intake 


56. From the drop down 
menu select the 


Intake from NYPD location 


sub process. 


Select Intake from 
NYPD Location 
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4s Intake Property 


57. 


58. 


59. 


160. 


61. 


62. 


Select the 
appropriate Intake 
Type from the drop 
down menu. 

Enter or Scan the 
PETS No. or PTR No. 
that you wish to 
Intake. 


click WaEnter 


The PTR line item 
details are displayed 
on the bottom half 
of the screen. 
You can either 
accept or reject a 
property. If multiple 
line items exist, you 
need to unpack the 
line items to either 
accept or reject one 
of them. 
To unpack the line 
item select 

Unpack 


Iniake a Autopound 
Intake from an External 


Click Enter 


Enter PETS/ 
PTR 


location 
Intake a Autopound 
Intake trom an External 
Agency 

RocnntLabol 


perms ornan 
are) 
TR Mo, 400001654 | GTHPCT. to MANNATTAN PROPERTY CLERK 


| Loa 


Unpack Accept Rejection Code Invoice No. 


Select Unpack 
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163. 


64. 


The unpacked 
individual line items 
are now displayed 
on the bottom half 
of the screen. 

Enter or Scan the 
PETS No. of the 
property you want 
to accept and click 


| Enter 


. The Property is now 


available to be 
accepted or 


Infake at Autopound 
Intake trom an Eternal 
Ra 


Unpack Accapt Rejection Code Invoice No. 


ic] 


;_NYPD 


inate Irenater 


| anout 


rejected. 
amber = 
psrsa/ orRue.* 
———— eae) 
PTRMo. 400003654 | I3THPCT. to MANHATTAN PROPERTY CLERK Unpack Accept Rejection Code Invoice No. 
DO |=selce 
location snnanzaas 
Ite a Autopound 5 : 
Intake fom an External ‘onnonaas 
Agency 
RoanntLabol 
ee Copgerini 
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66. Click 
Accept 
ic] 


to Accept the 
Property. 


After clicking Accept, 
the column for 
Rejection Code for 
that property is 
grayed out. 


R 


Select Accept 
Beet 6, 


Infake at Autopound 
Intake trom an External 


. Enter or Scan the sven 
PETS No. of the 
Property you want 
to Reject and click 


| Enter 


PTR Mo. 400003654 | =I ‘Gickmeer_ pom Lapa VAGKapt | Rejection cada anvoten WS: 
" Click Enter . is 
= a : 
peRAL PROPERTY [ACEESSORY [0LDVE oe 


yt 
‘a Aulopound 
man External 
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68. The Property is now 
available to be 
accepted or 
rejected. 


169. Select the 
appropriate 
rejection reason 
Rejection Code 
--Select-- ¥ 


from the drop down 
menu. 


After selecting 
Rejection Code, the 
column for Accept 
for that property is 
grayed out. 

70. Once done, click 
Save & Continue 


PROPERTY and EVIDENCE Welcome 204M GRODIN | La Out 
FRRERING SYSTEM 


— eter 


PTR Mo. 400003554 | 13THPCT. to MANHATTAN PROPERTY CLERK Unpack Accept Rejection Code Invoice No. 
cd 
Imake at Aulopound O seer 


Intake from an External 


PROPERTY and EVIDENCE Walcoma 104M GRODIN | Lon Out 
PReRine SVeTEm 
Click on Continue btton to proceed with the rejection 
etebe Type 
MANHATTAN PROPERTY CLERK Unpack Accupt Rejection Code Tavoice Ho, 


Deseration Ineorres 


Select Rejection Code 


Click Save & Continue 
[/sives continue ] 
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77. 


71. 


Ws 


73. 


74. 


76. 


On the next screen 
click 


| Preview Intake 


to Preview the 
Intake. (mandatory) 
Once reviewed close 
the Preview window 
and enter your Login 
ID and Password. 


click Le Si9n J 


to indicate your 
official Signoff as the 
Intake Officer. 
(mandatory) 


cick WuStamuOaa) 


Congratulations you 
have successfully 
completed the 
Intake of Property 
for Accepted line 
items. 


Print 


. Click 


to generate the 
required output. 

If any line items are 
rejected 


Continue 
will 


appear on the 
screen. 

To complete the 
process for the 
Rejected item, click 


Continue 


[ 


Intake from an External 
RacnntLabal 


Itebe OF ier 


Click Preview 
Intake 


erent iam eee rte meee 
Soo 


sioner 


4 VEO Oftcar~ Ear Leg 10 ane bassoane S90 


Renate 


[ Click Sign Off } 


Intake a Autopound 


man External 


stew Welcome 208m 


Intake Completed 


Inbcend Daler No 


Click Continue 
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78. The Search PTR 
screen now appears. 
Anew PTR is created 
for the Rejected line 
item and is displayed 
on the bottom half 
of the screen. 

79. The PTR generated 
needs to be re- 
packaged (if 
necessary) and 
signed to be 
returned to the 
Originating 
Destination. 

80. Once done, the 
Intake process for 
the rejected line 
items will need to be 
completed. 


ate: 14/03/2019 


ake fron HYPO 


Inake at Autopound 


Click Continue 


Notes: 


e From the Intake Property Screen (step 10): You can view details of an Invoice by 
clicking on the desired Invoice No. 


Summary: Intake Property 
You should now be able to Intake Property using the PETS No. or PTR No. 


The following types of Intakes can be performed in this way: 
e Intake at Auto Pound 
e Intake at Bomb Squad, etc. 
e Intake at Lab 
e Intake at Patrol Borough 
e Intake at Precinct 
e Intake at Property Clerk Office 
e Intake at Warehouse 
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20. Return to Owner 


The following document explains how to Return Property to the Owner (RTO). 


In order to Return Property to the Owner the Property must be in the custody of the 
Command processing the RTO and the Property must be eligible for release. 


The user can Return Property from: 


e A Precinct 
e APCD Borough 
e A PCD Warehouse 


Upon completion the user will be able to Return Property to the Owner. 


20.1 Return to Owner: INITIAL SCREEN 


Steps 


1. From the initial PETS 
screen, select the 


Screen View 
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sou 


ie NYPD Return to Owner 


2. From the Release / SS 
Disposition menu $ 
select = 
Return t Select Return 
to Owner 
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Return to Owner 


3. The =e 


Puvenine’ sveren Welcome 20MGRODIN | LoaQut 
Command defaults. SSS ee, 

4. Enter the Invoice No. | per es 
of the Property to be epackage for storage _) Signaft 
Returned. 


Submit 
scl WSubmit_) 


Click Submit 


Notes: 


e From Select Invoice screen (Step 4): You can search Invoice by Clicking on ==! t2s= 
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6. The Invoice line 
items and associated 
package details are 
displayed (Handling 
Unit details). mee oo, Sere 

7. Select the line item Date 9/6/2030 
to be returned and 


click 
curity Envelope - Small | PETS No. 1290000803 | 45TH FCT. | Storage Location: Brom PctO45-PROPROOM: | 


Ses 
Create RTO Request Status: Avelleble pes 
G wancbag 


Return to Owner 


Click Create RTO 
Request 
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ig 


eouice 
iat, 


» NYPD 


Return to Owner 


8. 


Select the item(s) to 
be returned 
«» @ Invoice No.: 


If the line item 
quantity needs to be 
split (only partial 
quantity is being 


. The Item Details 
dialog window 
appears. 

. Enter the desired 
quantity to Return 
and click 


Select packaging Detaile 


+ @ | Iovox 


Invoice We 


[<i Tciick split Selected 


Y Security Envelope - Small | PETS No.: 1290000803, 
Mtem 1 | 5 | Hene 


2 


Welcome 30HMGRODIN. — | Lon Out 


Repackage for storage) Signo > MMMM 


InveieeNe, 20 2 Dae $/6/2010 
RTO Reauest No, 200000332 Date 4/6/2010 
Return 


Reeve /Oneoniion ES 


Welcome JOHN GROIN 


PRTPPEEREEEED wepaciage for storage 


Date 8/6/2010 


ATO Reavent No, 200000302 Date 6/6/2010 


o 
o 


‘em Detavle 
omtne quate te rere 


Invoice No. 20000009: 
Hendzag 
Hendeg 


Lge) Lcemet_J 


Lf Click GO 


mi Qty{5.000) Return 
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=) 


2. The quantity to be 
returned now 


Welcome 20mNGROOIN | Lagoa 

See 

appear in a seperate | [Reunuoums 
section “Return to 
Owner”. 

13. The remaining line 
item quantity to be 
retained is displayed 
below the original 
PETS No. 

14, If desired you can 
split the other line 
items in the similar 
manner. 


Date $/6/2010 
RTO Resuest Ne, 200000332 Date 6/6/2010 


Return 


a 
a 


tnvo.ce We Mem 1/2 | Handag a 


Solit Seecied 


{Click Save & | 


Continue 
15. Once complete click ee er 
ee Cappernini 
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eouice 


«) NYPD 


Return to Owner 


16. The Retained & RTO 
line items appear on 
the right side of the 
screen. 

17. The bag that was 
opened to split the 
items for RTO still 
contains the items to 
be retained. It has to 
be repacked into 
another package. 
Indicate “Yes” to the 
bag in bag option 
and click 


Save & Continue 


18. The Bag in Bag 
packaging screen 
appears and all the 
items appear on the 
left side of the 
screen. 

19. Select the open 
package containing 
the retained items 
by clicking on the 


check box u 

20. You can either scan 
or type the barcode 
of the new 
packaging material 
on the right side of 
the screen. 


Pack 
121. Click (ssPack) 


Return to Owner 


Return to Ovvner 


ee oo SS 


Item Ora Qty Description ty 


Welcome 30HMGRODIN. — | Lon Out 


1290000803 - Security Envelope - Small 
3 Manebag | SLACK | 


3 Wallec | BLACE | 


2000002462 - Return to Owner 
3 Handbag | BLACK | 


TY ana EVIDENCE 
Tem 


~f% 1200000803 - Security Envolope - Small 
3 Hendbog | BL 


=[) 2000002462 - 


mn to Owner 


2 Handbag | BLACK | 


Welcome 30H GROIN 
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122. The selected 
retained items have 
been repacked into a 
new package and 
move to the right 
side of the screen. 

123. Once complete click 


(PROPERTY and EVIDENCE Welcome JonNGROOIN | Lea Out 


SS eo. ES 


Return to Oomer 


~~ 2000002462- Return to Owner 
2 Hendbag | 


129000080 - Security Envelope - Small 
~ __ L280000803 - Security Envelope - Small 
3 Handbag | SLAC | SLACK 


> 3 Wallet | BLACK | BLACK 


‘e you want to pack sendy bercoded package ints anther package (beg inbeg)?(~"/ee Ne 


lic 
Continue 
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24, 


126. 


127. 


In the “Upload 
related Documents / 
Photographs” 
section select a 
document type from 
the drop down menu 
and upload (if 
available). 


The screen shot 
shows an upload of 
an insurance card 
however different 
documents may be 
more appropriate. 


. Select the Claimant 


Type from the drop 
down menu and 
enter the Claimant 
information. 

Have the Claimant 
Sign using the 
Signature Pad 

Once complete click 


(ional), 


indicate the 
Claimant's official 
Sign Off. 


¢3 NYPD 


Return to Owner 


Welcome 30HMGRODIN. | Len Out 


Fro Request No, 200000222 Date 9/6/2010 


elon veleted ducuments/ shutouts 
Select don type SHE ——_ 
Document Type File Name 


INSURANCE CARD 


oturn to Ownor 


Document Type 
INSURANCE CARD 


File Name 
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28. Once complete, 
enter your User ID 
and Password and 


click, amiga 
to indicate your 
official Sign Off as 
the Returning 
Officer. 

129. Once done click 


Complete RTO 


130. A Confirmation 
screen appears. Click 
[Eancel ir you want 
to go back and edit 
the RTO information 
or click to 
complete the RTO. 


turn to Owner 


turn to OWnor 


? TY and EVIDENCE 


Sion 


eturring Officer Details 


exoomoHn PROPERTY CLERL 


Confirmation 


le 


wth fy a 


ws th * 


ompiste RTS 
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31. Congratulations you 
have successfully 
completed the RTO 
process. 


turn to Owner 


ate 0/6/2010 


load elated decurents/shotowtagts 


i Lo) | 
(etait | 

i Fe Home Delete 

INSURANCE CARD 7 Samaie Vleas Hoch Dekte 


Summary: Return to Owner 
You should now be able to Return Property to the Owner (RTO). 


REMEMBER: In order to Return Property to the Owner the Property must be in the 
custody of the Command processing the RTO and the Property must be eligible for 
Release. 


The user can Return Property from: 
e A Precinct 
e APCD Borough 
e APCD Warehouse 
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21. Physical Inventory 


The following document explains how to perform a Physical Inventory of a precinct 
property room or any other storage location. 


In order to complete the Physical Inventory Process you must first Create the Physical 
Inventory document and then Count the Physical Inventory of the chosen storage 
location. Once a Physical Inventory document is created all movements in or out of the 
storage location are BLOCKED until the Count is complete. 


Upon completion the user will be able to Create a Physical Inventory document and 
Count the Physical Inventory. 


21.1 Physical Inventory: START SCREEN 


Steps Screen View 


132. From the initial PETS 
screen, select the 


Invoice 


tab. 
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33. From the Invoice 
menu select 


Physical Inventory 


34. From the drop down 
menu select the 


Create Inventory 


sub process. 


‘CD Halas 
ye PCD Hols 


Ipoate 


CO Hala 
ye PCD Hola 


PROPERTY and EVIDENCE 
PRRCRING  SVSTEM 
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35; 


36. 


37. 


38. 


39. 


40. 


On the “Create 
Physical Inventory” 
screen, select the 
Storage Area 
(mandatory) & the 
Storage Section from 
the dropdown 
menus. 


cick Cuil 


generate a list of all 
the Storage bins and 
the assoicaited 
information. 

If you wish to Add 
Additional Bins to 
the list, enter or 
scan the Storage bin 
# and click 

| Add Additional Bin 


The list of Storage 
Bins and their 
current status is 
displayed in the 
bottom half of the 
screen. 

Select all the Storage 
Bins that you want 
to Inventory. 

Click 


Save & Continue 


fencing Approvals 


Ss 
or Change OF Click List 


tates Strege Bn 


Reauest for Retort 


Request fr Rete 


Ais Rddioral Bin 


Remove Retention 


Bp Select Storage |" 
goers si ‘Storage Bin 


Click Save & 
Continue 


‘Save 8 Continue 


PETS Student Guide 


Page 213 of 220 


ae Capperini 


In collaboration with 


Physical Inventory 


Steps 


41. The Physical Wate GREGORY LOCKE 
Inventory Document | jis 
is generated and 


displayed. 

42. To begin Counting SPR | Physical Inventory Document Creation Completed 
the Physical Vehicle nspecion Storage #1n 
Inventory, click invoice Summary PROPROOM: 


d to Count 


Click Proceed 
to Count 


43. The Count Physical ENCE (Welcome GREGORY LOCKE 
Inventory screen . 
appears. 

44. The Location Type, 

Storage Facility, 

Storage Area, and 

Storage Section are 

defaulted. 

45. To view all the 


Inventory 

Documents meeting | F=reeesrs ater tovertery te — — 

the criteria, click Remove Retention 

(eaiimneiovemony Domne Select Phy Inv Doe Section ‘Storage Location 
46. All the Physical z e 7 : Gal roe Sores 


Inventory 
documents are 
displayed in the 
bottom half of the 
screen. 

47. Select the desired 
Physical Inventory 
document and click Click Save & 


te Copgernint 
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48. The Physical 
Inventory Document 
is displayed. The 
items listed 
represent the 
Inventory of the 
Storage Location at 
the time the Physical 
Inventory document 
was generated. 

49. If the PETS Number 
is available in the 
storage bin then 


indicate 
Present 
else 
indicate 
Not Present 
ca) 
50. You can also scan 
the Package and 


press submit to mark 
it as “Present” 


51. Click 


PETS Student Guide 


Juest for Laboratory (2 cenmane 


mina wae 
sackauing Material 
‘Smal 


Vehicle inspection 
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Invoice Number | Present Not Present 


GENERAL PROPE 
‘GENERAL FF A 


GCNERAL PROPER” ndicate Present / 
Not Present 


Click Finish 
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52. A Confirmation Da. Welcome GREGORY LOCKE koa Our 
dialog box appears. | fii 
Bo 
53. Click 9% 


54. Congratulations, The 
Physical Inventory 
document was 


created and the 
Count of the Physical 
Inventory was 
completed. 


Notes: 


e The User can also start the Count of the Physical Inventory by selecting 


on the Reports Menu Bar. 


Summary: Physical Inventory 
You should now be able to create a Physical Inventory document and Count the Physical 
Inventory. 


REMEMBER: Once a Physical Inventory document is created all movements in or out of 
the storage location are BLOCKED until the Count is complete. 
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